Te 


elling That Makes Spencing o Pleasure 


How Jontor Boord Helps Ron Washington Notional 


> 


® Here fs 


‘ 

| 
| ith Profit-Shering Plan 
q | | © Output Almest Re wi ofit-Shering 
— | une 1952 


axes and Your Telephone 


\ considerable part of the money you pay for telephone 
erviee goes right out in taxes. In fact. the total telephone tax bill 


last year averaged 32.70 per month for every Bell telephone in 


the country. Tt will be even higher this year. 
Taxes are necessary... you couldn't run a city. state 


nation without them. But they do mount up. 
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JONES & 
LAUGHLIN 


STEEL CORPORATION 
ESTIMATES $250,000 
ANNUAL SAVINGS USING 
XEROX-MULTIGRAPH 
METHODS FOR DUPLICATING 
HUNDREDS OF FORMS. 


Faced with today's higher operating 
costs and increasing taxes, management 
welcomes new ways to cut costs 

A survey ot Jones & Laughlin revealed 
that by adopting XeroX Multigraph du 
plicoting methods they would save 
approximately $250,000 annually 
through a new Decentralized Form Du 
plicating program 

The new, dry, revolutionary, direct 
Positive nerography process using Kerok 
copying equipment, prepares offset 
paper masters in ao matter of minutes 
for run off on Multigraph Duplicators 
ond enables Jones & Laughlin to dupl: 
cate then hundreds of different forms 
easier, faster and cheaper than before 

The same principles of the plan used 
by Jones & Laughlin may be applied to 
many types of business, large and sma! 

Send today for your copy of this 
detailed report. learn how your com 
pony can cut duplicating costs 


Branch Offices in Principal Cities 


Rectigraph and Foto Fio Photo Copying Machines 


Photocopy Papers and Chemicais * Photograg 
Popers © Negative Materials for the Graphic Arts 
Ye Products to a be] 


(Courtesy of Ozalid, Div. General Aniline & Film Corp.) 


Vicarious Smoking? No! 


To the Editor 


Your article “Snatch Off the 
Blinders” in the May issue has a fine 
thesis and you have put it over nicely 
You may have been a little lenient 
with salespeople at the expense of 
some managers, for surely you have 
told today's workers not once, but 
many times, the how, what, and why 
only to find maybe weeks later 
that they aren't doing it at all! 

But this is not my gripe, It's what 
you said about smoking in trains I 
think you ought to realize that not 
everyone in today’s world has suc- 
cumbed to this disgusting habit, and 
that many of those who have, smoke 
only in,varying degrees, and are often 
quite happy to breathe air that is 
reasonably fresh. This healthy at- 
titude, rather than the smugness of 
the roads, 1s responsible for the rea- 
sonable standard maintained in pas 
senger car smoking 

lake a look at the suburban train 
you ride to work. Are there not 

smokers” at either end of the train? 
Are they not filled with happy people 
turning the air blue with the smoke” 
Then look at the cars you can see 
through. Interestingly maybe even 
strangely the majority of passengers 
ride in these cars and seem content 
to do so. Please, let's not all smoke 
Fresh air tastes good, really it does' 
ALLAN S. Ousen, The International 
Citu. Manager {ssoeurtion, Chicago 


Auto Dealer Protests 
To the Editor 


I have read your good magazine 
religiously for many years. However, 
in your March 1952 issue, under 
“March of Business,” you quote from 
an article by the Pacific Finance Cor- 
poration which is very damning to 
automobile dealers in general. While 
no doubt a good deal of what Pacific 
Finance says is true, it is not gen- 
erally true of all automobile dealers 

Automobile dealers as a whole, and 
ourselves as well, have been criticized 
by the automobile public over the 
last few years because they were not 
able to deliver cars and trucks to 
everyone who wanted them. I am sure 
you will agree that when people try 
to distribute merchandise during a 
shortage no one ever likes it 

We don't doubt that there are many 
dealers who did treat their customers 
with “haughty disdain,” but we are 
sure they are in the minority, and it 
doesn't seem fair to damn dealers as 
a group..-Greo. H. THORNTON, presi 
dent, Thornton-Fuller Company 
Philadelphia, Pa 


Mr. THORNTON: Of course we did 
not have any intention of criticizing 
the entire automobile industry, or all 
automobile dealers. I do not think 
that anyone has criticized the dealers 
because of their inability to deliver 
cars, but I do think that some criti- 
cism has been aimed at them for their 
general attitude. I can remember 
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calling on a number of dealers in 
Chicago in 1948, in an attempt to buy 
cars-—-rather to buy a car which I 
badly and dealers 
would not even come out of their of- 
fices to talk with me. I remember one 
Studebaker dealer in particular who 
hollered at me over the partition of 
his private office 

I have owned about 15 automobiles 
4 of which have been Dodges. With 
the exception of 2 Dodges which I 
purchased from the same dealer, no 
2 cars were purchased from the same 
dealer. In other words, out of 13 
sales, every one was made by a dif- 
ferent dealer, and not one of 13 
dealers served me well enough to 
make me want to go back to them a 
second time. The only dealer from 
whom I ever bought more than 1 
car is Mrs. Lanahan in Chicago, and 
I plan to buy another Dodge from 
her before the end of this vear. She 
is the only automobile dealer with 
whom I have ever dealt who made me 
feel happy about every detail of my 
purchase 

This may make you think that I 
am very difficult to please, and this 
may be true; but the fact remains 
that for the last 30 years I have 
bought clothing from only two 
dealers, and since 1933 I have bought 
every pair of shoes I have worn from 
one man. I wish the same were true 
of automobiles. 


“Snatch Off Blinders"’ 


To the Editor: 


Your article “Snatch Off the 
Blinders” in the May issue of AMERI- 
CAN Bustness was of particular in- 
terest to me. I feel that you have 
written an article on a very timely 
subject; and if sales are to increase, 
considerable reliance must be placed 
upon the aggressive ability of sales- 
people. 

Your experience in the various 
bookstores reminds me of a similar 
one I had at Leary’s in Philadelphia 
I was anxious for a copy of “The 
Devil's Dictionary’ by Ambrose 
Bierce, and inquired for it of a young 
salesman who replied he had never 
heard of it, but that it might be in 
the Foreign Dictionary Section 
Somewhat annoyed, I browsed 
through the store, looked for what I 
thought would be the oldest employee, 
and made the same request. He im- 
mediately replied, “Good Old Am- 
brose,”” and walked to 4 shelf where 
there must have been at least a dozen 
copies of the book. I have another pet 
which applies to business 
people. I have one of those simple 
four-letter names that anyone should 
be able to remember. It is LANK, 
which Webster defines as “Slender 
and thin; not well filled out.” But 
that doesn’t seem to help the New 
York bond salesmen who place long 
distance calls for “Mr. Link.”’—-WIL- 
LIAM A. LANK, president, The Farmers 
National Bank. Bloomsburg. Pa 
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The monthly bulletin was a fine 
idea, but raised a problem in the office. 
It took three girls a full day to fold the 
bulletins, when they were needed for 
other jobs... Now, a PB Office Folding 
Machine, and one girl double-folds the 
6,000 copies in less than an hour! 


| if you don’t have much to 
fold, or don’t have it often, this Office 
Folding Machine easily earns its cost. 

This new PB office utility can be 
used by anybody after a few minutes 
instruction...is quickly adjustable, with 
the exclusive “Dial-a-Fold.”” Material 
is fed and removed from the same end, 
no bending or walking required. 

Fully automatic and very fast... 
it makes eight basic folds, works with 
sheets from 3x3% to 11x24 inches... 
will put two parallel folds in a letter- 


= PITNEY-BOWES 


> Folding 
Machine 


Leading makers of mailing machines 
Offices in 93 cities. 


3 girls-full day 
-one hour! 


size sheet at 10,000 per hour It takes 
little working space, can be easily stored 
when not in use. And it saves enough 
payroll hours to be a real economy. 
It’s precision-built by Pitney-Bowes, 
leading maker of postage meters, sold 
and serviced from 93 offices in US and 
Canada...Call the nearest PB office for 


a demonstration, or send the coupon! 


Set the light dial for the first fold, dark dial for 
the second... and this folder is ready to run 
PITNEY-BOWES, Ine 

2135 Pacihe St 


Send free booklet on Folding Mac 
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Factory production efficiency for the modern office! 


Diebold’s 


new Elevator File 


brings the work to the operator 


Tremendous 
record capacity— 
for mony record 


sizes 


Extremely 


¢ompact—soaves 


Microfilm 


valuable floor 
space 


Now you CAN rid yourself of old-fashioned, 
costly record routines—for Diebold’s new Elevator 
File is a production machine that raises all record 
keeping to a new high level of eficiency—and cuts 
record keeping costs. 

And as for capacity, there are up to 38 linear 


\\ 


feet of records contained in 6 square feet of floor 
space—more than 50,000 records available at the 
touch of a button! 

We're sure you'll want more facts and an 
immediate demonstration of this remarkable file. 
Simply fill out the coupon below and mail today. 


PP =a) serving business for over 94 years 

1) >| Id record handling systems 

4 2003 Mulberry Rd., S.E., 

| wont complete facts and o demonstration of your new Elevator 

| File, without obligation. | 

NAME 

! COMPANY 

ADDRESS 

Over 150,000 records | city ZONE_ STATE \ 


rotory, verticol ond visible filing equipment * 


sofes, chests and vault doors 


Factory branches and dealers in all principol cities 


bonk vault equipment 


burgior olorms 
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Executives in almost any type of 
job, in almost any line of business, 
owe themselves a trip to Cali- 
fornia at least once a year. Not for 
the scenery, the climate, the sun- 
shine or the relaxation. But for 
the ideas they will pick up. It 
was 25 years ago that this writer 
first visited California. It left him 
breathless. Now 25 years and some 
20 trips later, it still leaves him 
breathless. 


Sales Executives will find many 
selling ideas in California. They 
have a way, out here, of pioneer- 
ing. One sales manager told me, 
several years ago, that he had, at 
one time or another, hired every 
Chicago salesman in his line of 
business, “because sooner or later 
they all come out here looking for 
a job.”’ He says none of the “East- 
ern” men were good. Which, of 
course, was somewhat of an exag- 
geration. But salesmen generally 
give better service here than else- 
where. We doubt if they work as 
hard as in the East, but they seem 
more intent on pleasing and hold- 
ing the customer. 


Consumer Goods sales managers 
will find in California high-key re- 
tailing that prevails almost no- 
where else. California stores were 
among the first to recognize that 
many people use automobiles when 
shopping; therefore, stores needed 
automobile entrances just as they 
once had carriage entrances. Some 
of the most beautiful and modern 
stores to be found anywhere are 
in California. 


Food Executives should always 
keep an eye on the Golden State. 
It was here that the mass mer- 
chandising of food was first de- 
veloped. The supermarket was 
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developed here, and when the 
Eastern stores still thought that 
a clerk should walk around the 
store with every customer, Cali 
fornia food stores were perfecting 
the self-service idea. The big 
drive-in markets outpaced similar 
markets elsewhere, and the first 
gigantic mass displays of food this 
writer ever saw were in California 
markets. 


Clothing Executives should re- 
member that it was California 
which led the way with sport and 
casual clothing, emancipated men 
from dull, drab suits, burst out 
with gay sport shirts, and got men 
to buying and wearing three or 
four different types of wardrobes 
So far as we know, California 
men were the first brave enough to 
appear in business wearing any- 
thing but what we then called a 
“business” suit. The practice is 
becoming common almost every- 
where today, except in the most 
staid and stuffy big firms in down- 
town New York, some of which 
still would prefer to see an execu- 
tive in over-alls than anything but 
a Homburg, a dull gray tweed, 
and an old, beat-up, dirty, tan 
topcoat. 


Financial Executives who loan 
money on business property ought 
to have a look at California about 
once year, or oftener. Los 
Angeles’ downtown district ap- 
pears io have enjoyed very little 
improvement in 25 years. Some of 
the old red stone buildings have 
been given a coat of vivid blue, 
others have had a face-lifting of 
one kind or another, but outside of 
the New Statler Hotel, just being 
completed, and the General Petro 
leum Building, most of the down- 
town structures seem a little down- 
at-the-heel. But just get a few 


blocks away and you see some of 
the most modern, striking, and 
functional buildings anywhere in 
the United States. Out on Wilshire 
and other “miracle streets,’ the 
architecture leaves you gasping. 
And one type of business after 
another is moving away from 
downtown. Of course this has 
happened all over America, but it 
seems to have progressed more in 
California than anywhere else. In- 
vestors Just are not anxious to put 
more money into downtown im- 
provements. The decentralization 
trend of California is being re- 
peated elsewhere. 


Banking Executives in many 
other parts of the country are dis- 
covering things about small loans, 
about financing automobiles, wash- 
ing machines, refrigerators, and 
other capital goods items that the 
Bank of America learned years 
ago when it was still called Bank 
of Italy. No matter how much 
some bankers may have berated 
the late Amadeo P. Giannini, he 
brought many new ideas and prac- 
tices to banking. They must have 
been good, because his ideas have 
been widely adopted 


Service Stations, as we remem- 
ber them in the East and Middle 
West, were dirty, poorly built 
and badly run until the more 
progressive California oil com- 
panies began to clean up service 
stations, to design them for looks, 
function, and merchandising pur- 
There may be somebody 
who will dispute this, but we dis- 
tinctly remember 20 or 25 years 
ago that the service stations along 
the Western Pacific slope were con- 
siderably ahead of those elsewhere. 
The others may have caught up 
now, but California pioneered 
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A typical Rock-a-File Steel MODULAR private-office 


m oO d U | a r f U r n it U re . interior, Modern in appearance —efficient in design. 


choose the arrangement Just right for you! 


Rock-a-File MODULAR—the versatile 
office furniture. Precision-engineered for complete ae Arrange it 
interchangeability to suit your individual taste and | 
personal working habits. Yourself 

Rock-a-File MODULAR units—desk, file, book- 
case, waste receptacle, typewriter cabinet, corner WT ae office 
cabinet and shelf storage cabinet —easily connect *tofityour 
to companion units to best fit your office space. By 

Here is comfortable, working efficiency com- 
bined with smart, modern appearance that is eco- 
nomical, too. A complete Rock-a-File private-office 
interior actually costs less than a good steel desk, 
table and four-drawer file cabinet combination. 

Steel construction throughout, available in gray 
or walnut finish — also available in wood with natu- 
ral walnut finish. 


WRITE TODAY 14 ROCKWELL-BARNES COMPANY 


for catalog and name of nearest dealer 


AMERICAN BUSINESS 


=. 


Outdoor Living got its first real 
breath of life in California, al- 
though some members of this 
magazine's staff who are distinct- 
ly partial to Florida may pin back 
my ears for writing this. Barbecue 
pits, outdoor furniture, swimming 
pools, and a great host of acces- 
sories for cooking, dining, and 
loafing out-of-doors were developed 
here. There are plenty of other 
States where the weather is just 
about as warm as in California, 
but the people in these other 
States insisted on _ barricading 
themselves inside for all but July 
and August until California led 
the way. 


California's list of achievements 
and contributions to our way of 
life is long and varied. Out here 
they have captured a large share 
of airplane building or assembling, 
even though much of the finer 
machine tool work is done in the 
East. There is a sizable and rapid- 
ly growing office machine manu- 
facturing industry on the coast. 
California studios have long led 
the world in the production of mo- 
tion and sound pictures. In radio 
and television, California seems to 
have more than its share of the 
popular programs. California 
taught the world to eat or drink 
citrus fruit and juices, to eat 
raisins, vast quantities of green 
vegetables, and is putting over its 
idea that a salad is the first course 
in a meal. 


Agriculture flourishes here, de- 
spite a dry climate and a_ per- 
petual shortage of water. Los 
Angeles County alone has a 
greater agricultural production 
than many an entire state. There 
are people who think that the 
state's climate, fertility, and gen- 
eral blessedness made its agricul- 
ture. But raising anything out here 
seems to require more work, more 
trouble, and a greater investment 
than in many other areas. Gargan- 
tuan is the word to describe many 
of the state’s agricultural achieve- 
ments. California has for several 
years been an increasing factor ,in 
cotton culture, and what they 
raise out here per acre should 
shame the older states which have 
been raising cotton for more than 
a hundred years. California gets 
money out of cotton by putting 
money into cotton culture. It 
never had to go through the one- 
man-and-a-mule stage of cotton 
growing. 
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to California, nearly 
from the East must 
travel through Nevada, New 
Mexico, Arizona, Colorado, and 
Texas. Many of the natural attrac 
tions of California are possessed in 
one way or another by these othe 
states. New Mexico, Arizona, and 
Colorado have the mountain 
scenery; New Mexico and Arizona 
have pretty much the same cli 
mate. Texas has the warm sun and 
the Gulf of Mexico to boot. But the 
Texas gulf-coast resorts have never 
been developed on anywhere near 
the scale of the California coast 
resorts. Phoenix and Tucson are 
growing rapidly, in a smaller way 
duplicating the progress of Cali 
fornia, but about 20 years late 
Texas is giving California a run 
for its money on industrial devel 
opment, but up to now, Texas is no 
competitor for California in the 
tourist trade, although frankly 
we'd rather spend a winter in 
South Texas than Southern Cali- 
fornia, so far as weather is con- 
cerned; but a winter in South 
Texas with its  none-too-good 
restaurants, its overcrowded and 
ordinary hotels, offers little to 
woo the tourist. Where Texas has 
one good restaurant and _ hotel 
California has fifty or more. The 
four or five good restaurants in the 
entire state of Texas, and the three 
or four really good, well-run hotels 
in the Lone Star State are truly 
pitiful compared with some of 
California's hotels, motels, resorts 
and apartments. 


Going 
everybody 


Management Ability, great faith 
in the future, vision, a willingness 
to take big risks, these are the 
things which made California. Its 
natural advantages, great and 
fascinating though they are, are 
not enough to explain the achieve- 
ments wrought by the people of 
this state--or perhaps we should 
say the people who came here 
from other states. California was 
largely developed by absentee 
capitalists, or by newcomers who 
hustled whilst the native sons sold 
their great land empires, granted 
to their ancestors by Spanish 
kings. Which reminds us that a 
taxi driver in San Francisco told 
“us that one of his regular pas- 
sengers is the granddaughter of a 
Spanish governor of California. 
Which only serves to highlight the 
fact that all of California’s de- 
velopment has sped ahead at a 
tremendously rapid pace. We know 
a lady whose father spent four 
winters in northern § California 


when there were but a few fami- 
lies in the entire area; and she is 
still vigorous and of sound mind 
Where else can a person, still ac- 
tive, say that his or her fathe 
was one of fifteen or twenty white 
people in an area bigger than a 
couple of New England states” 


December 24, 1842, one J. H. 
Almonte, Envoy Extraordinary 
Plenipotentiary to the United 
States from Mexico, wrote a letter, 
published in the Missouri Reporter, 
saying that no “foreigner,’’ mean- 
ing citizens of the United States, 
would be allowed to purchase land 
in the Mexican province of Cali- 
fornia. It makes us wonder what 
California would be like today if 
the Mexicans had retained it. If 
anybody wants to know what the 
American way of life does for an 
area and how quickly it does it, he 
need only visit California. It was 
only 116 years ago last month that 
Texas won its independence from 
Mexico and became a_ republic 
with not enough money to pay its 
soldiers or to get its one naval ship 
out of hock in New Orleans. Well, 
look at it today. What do you 
think of that Mr. Stalin, and all 
others who hoot at the American 
way of life? 


Add Up California and you have 
a picture of what may happen to 
many other areas several years 
hence. This is why we suggest an 
annual trip to California for every 
business executive. Of course, if 
he just has the branch managers 
come over to the hotel room for a 
chat, the trip will be worthless. 
But if he gets out into the subur- 
ban areas, into the small cities, if 
he sees the gigantic farming opera- 
tions, the big new manufacturing 
plants, the tremendous residential 
developments, he cannot help but 
return with many new and val- 
uable ideas. 


“Going Back East"’ is a favorite 
diversion in California. We believe 
that more Californians make it a 
point to go East each year, than 
Easterners do to visit California 
for business reasons: The average 
California businessman is mighty 
well informed about what is go- 
ing on in the East—-and Salt Lake 
is “east” to a Californian. But they 
do not stop there. They go on to 
the Atlantic Seaboard and come 
home with plenty of new ideas, to 
which they add the California 
treatment. 


HERE IS 


Selling 


YRON EVARTS 
jewelry store in Dallas, Texas 
Or at least he owns part of it, and 


owns a 


it is a pretty nice store. T went in 
there to get some work done on a 
ring. Just the sort of nuisance job 
every jeweler handles occasionally 

I expected Mr. Evarts to be up 
stairs in his private office, but the 
pleasant woman at the desk said 
“There he is, right there. Oh, Mi 
Eevarts 

He was out on the floor 
ing customers, early on a Saturday 
morning. | put my problem to him 
Mr. Evarts had a technical mat 
write a job ticket. He 
I'd have my ring in 2 weeks 

Exactly 2 weeks later I got a 
telegram in New York. “Ring 
mailed air mail, special delivery 
today 


st 
ree 


promised 


Ss 


Just one guess where I am going 
to buy my next piece of jewelry, 
if I ever save up enough money. It 
is a pleasure to spend money with 
a guy like Myron Evarts. 

Possibly he learns how to please 
customers because he is not too 
busy to be down on the selling 
floor where the money comes in. 
That's the trouble with some busi- 
nessmen. They are so busy up- 
stairs, where the money goes out 
they lose track of what happens 
downstairs where the money 
comes 

There are plenty of places where 
it is a pleasure to spend money 
money we work hard for. Fred 
Harvey's is that sort of place. 
And I suspect that a good deal of 
patient training goes into it. I like 
to eat breakfast in the Harvey 


By Eugene Whitmore 


That Makes Spending 
a Pleasure 


restaurant in the Palmolive Build- 
ing in Chicago. Last summer, a 
month after they had the big 
opening (the place was formerly 
Huyler’s), I went in there early 
one morning and was waited on, 
politely, by a tall waitress with a 
Madonna-like face. 

Next morning I was back. “You 
don't take any cream with your 
coffee, Mr. E’er, Mr. ‘Ah I did 
not bring any. But I will be glad 
to get it, if you want it this 
morning.” 

Get this picture: A lonesome 
grouchy, old fat man eating break- 
fast alone. And a waitress who re- 
members he doesn't dilute good 
coffee with cream. Well, this is 
just one of the memories that 
make me walk 6 blocks against a 
cold wind in the morning to eat at 
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Fred Harveys Palmolive Building 
restaurant 

Now we will jump to New York 
A friend wrote me 
this clipping and sketch of my 
spectacle frames over to Belz Op 
ticians, and see if they can match 
it in the frames advertised in 
Esquire 

I found Belz to be a small place 
with a cheery fire burning in the 
grate. Guns on the rich, carved 
paneled walls. Mounted animal 
heads. -deer, elk, moose, and other 
game animals 

Out came a smiling man. ‘May I 
help you? Oh, pardon me. I believe 
your glasses need adjustment. May 
I have them?” 

“Yes, that's right,’ he said after 
I handed them to him. “Screws are 
loose. Try this.” And he handed 
my specs back to me. I could 
plainly see they were sky-west and 
crooked, 

“May I adjust them” 

“Go ahead, shoot.’ 

He made a couple of quick 
passes with a small pair of pliers 
tried them on again, polished the 
lens and said, “They'll fit better.” 
They did. He was right. 

“Now, is there anything I may 
show you?” he asked. I showed 
him the letter from my friend. 

“We can match this exactly. Let 
me show you.” He disappeared 
through a door opening into a 
somewhat larger room. Soon he 
returned with a pair of frames 
which did exactly match the draw- 
ing. I paid him, asked him to mail 
the frames to my friend. 

Looking around at the several 
fine guns mounted on the walls I 
asked, “Are you a gun collector?” 

“Well, not exactly. But I fit lots 
of glasses for sportsmen = and 
shooters. That's why I keep the 
guns here. I want to see how a 
man holds a gun before I fit his 
glasses.” 

That is what I call service to the 
customer, above and beyond the 
call of duty. I found out later that 
the man who waited on me was 
Mr. Belz. 

Good customer service does not 
happen accidentally. At the Har- 
vey places, the bosses are cour- 


Please 


teous to the help. And the help is , 


courteous to the customers. T’jat's 
the secret. I believe. But it is a 
secret that seems unfathomed in 
some organizations. 

At a famous drug store in New 
York, I got some pretty lousy 
service at the soda fountain. When 
I went to pay the check, some fel- 
low was bawling out the ware- 
house over the house phone. He 
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was talking to that warehousema! 
like cavalry officers used to cuss 
mules. No wonder the fellow at the 
soda fountain was rough on me 

It is not only in personal service 
that courtesy and good selling suf- 
fer when the brass bawls out the 
help. Let some department man 
ager rake a correspondent ove! 
the coals, and what happens’. he 
dictates curt letters to the cus 
tomers all afternoon. And those 
curt letters kill business 

Last month I was critical of a 
couple of famous bookstores 
Here's one which seems to believe 
a bookstore can be conducted or 
a modern basis. Doubleday has a 
store at 436 Fifth Ave. in New 
York City. It stays open until mid 
night. I went in there on the night 
of March 12, and asked for a book 
which was not in stock 

Sorry, we do not have it. But 
let me order it for you. We can 
have it tomorrow 

I paid for the copy, and prom 
ised to pick it up the following 
evening. Late the following day a 
courteous clerk calied me at my 
hotel to say my book had arrived 
Clerk Number 4 had waited on me 
I realize that this is not a marvel 
ous example of good salesmanship 
But in literally hundréds of stores 
they never seem to offer to order 
anything that's out of stock 

“Special orders are such a head- 
ache,” a clerk in another store told 
me when I asked if he could order 
something they did not have. Of 
course, special orders are a head- 
ache. They are a nuisance. Except 
that the store sells the goods, gets 
the money in advance, and prob- 
ably pays for the merchandise 10 
days later. Special orders are a 
little bother. But it seems to me 
that if Sears and Ward's can make 
money out of their order offices 
where they do almost nothing but 
take orders, more merchants could 
chalk up a nice annual profit just 
from superlatively well-handled 
special order departments. 

In exchange for the rap I 
handed Custom Shops in the pre 
vious issue, here is a compliment 
for one of their other shops, which 
happens to be on East 43rd Street 
New York. The laundry sent back 
one of my shirts, unlaundered. Re- 
ported it badly torn, and declined 
to launder it. 

It isn't very nice to send a soiled 
shirt out to be repaired. It seemed 
that I was stymied: Laundry re- 
fused to wash my shirt. Yet I did 
not want to send it out for repairs, 
because it was soiled 
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How to 
IMPROVE 
Customer 


Service 


Dy example 
fee mportont; how to 
tomer feel that everytt being 


to piease him 


3 Be quick to commend unusually 
e good service. Be near enougt 
to the place where money is handied 
to see excellent service when it is 
given, and commend it on the spot 
A bonk vice president compiains 
about his tellers’ lack of courtesy to 
the public. He has not been down on 
the banking floor in months. Doesn't 


know whats going on down there 


Be patient. Train, @struct, show 
4. by example. It is not enougl 
ust to command people to be cour 
teous to customers. Show them what 
you mean Show them th dollars 
and-cents value of special courtesy 
to customers. Encourage employees 
who contact the public to experience 
the satisfaction of giving good serv 
ice, prompt attention, and maintain 
Strongly 
suggest that your automobile sales 


ng a friendly attitude 
men not refer to proffered trade-ins 


as that can 


Work out o series of meetings 
e in which typical customer prob 
lems are described and analyzed 
Explain that difficult situations are 
potential customer-makers, if prop 
erly handled. Illustrate the difference 
between real courtesy and fawning 
between dignified service and stuffy 
condescension. Convince everyone ir 
the organization that if never pays 
to be contentious. Do not be con 
tentious with employees. Then they 


w not be contentious wit? stomers 
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i 
3 set a good example. When s 
nanage ent are teous to a 
tne erks alesmen, correspondents 
ers ona tner ve cus 
* tomers, these people w be courte 
and to customers 
»pend some time on the seliing 
2. floor at branct ffices or 
among the tellers, ang see tor your 
e self how stomers are treated. Show : 
a 


The 16 members of the Junior Management Council meet once a month to discuss 


various ways of improving operations in the insurance company’s new building 


What Junior Board Cau De 


By Wells Norris 


IYEES of Washington Na 


tional Insurance Company 
Evanston, Tl 
their pay envelopes, a simulated 
dollar bill” for every dollar that 
was withheld for income tax pur 


poses. The result was a shocking 


recently received, in 


revelation i! the huye slice that 
the tax takes from a pay check 

message accompanied the 
phony ‘dollars, explaining that the 
idea Was developed to stimulate 
employees’ interest in the opera 
tions of the Government, The mes 
sage ended with this note, “Re 
always that the money 
which they (Government represen 


membet 


tatives) are spending does not be 
long to somebody else. It is yours 
To the Junior Management 
Council at Washington National 
which was responsible for this 
dramatizing of the tax dollar, it 
was just another recommendation 
that had been accepted by the com 
pany s senior management 
Althouch the JMC is not yet 5 
vears old, it has put through a 
record number of improvements. It 
started an orientation program for 
new emplovees, cut down on mail 
costs with an idea for using bulk 
mail envelopes; suggested the com 
pany hold an open house for em 
plovees, families, and friends; and 
improved the annual report so 


much that it is now used as sales 
promotional literature 

The junior executives were also 
responsible for revising vacation 
schedules. Heretofore, an employee 
vot the usual 2-week vacation un- 
til he had been with the company 
for 10 years, and then the vaca- 
tion Was progressively increased 
as additional years of service were 
added. Now, however, an employee 
gets extra days after his fifth year 
with the company, and when he 
has 15 years of service, he gets 3 
weeks’ vacation. On his twentieth 
anniversary, he gets 4 weeks, but 
his vacation then drops back to 
3 weeks every year until the 
twenty-fifth year is reached, when 
the extra week is again added. A 
fourth week is likewise added on 
the thirtieth anniversary, again 
on the thirty-fifth, and after that 
an employee gets 4 weeks’ vacation 
every 

The revised vacation schedule 
was probably one of the more 
complicated projects handled by 
the JMC, but others have taken as 
much time and effort. The young 
men had a company sign erected 
on the home office building, as well 
as developing a novel idea of wel- 
coming company representatives to 
the home office. When it is learned 
that a field man is going to visit 


Washington National In- 
surance Company's Jun- 
ior Management Coun- 
cil, organized less than 
5 years ago, has had 31 
recommendations put 
into use. Only 5 formal 
suggestions have been 
turned down, and these 
are being revamped for 
second submittal to 
company's senior board 


the office, a welcome sign is placed 
in the lobby, and his name appears 
on the bulletin board. It is, there- 
fore, much easier for home office 
people and field representatives to 
become better acquainted, and the 
idea naturally does something to a 
visitor's morale. 

Other ideas evolved by the JMC 
include the company’s own water- 
mark on its stationery, plus a sys- 
tem for using different slogans on 
outgoing mail envelopes. The latter 
idea is made possible with Pitney- 
Bowes mailing equipment. Six dif- 
ferent slogans, mentioning the 
company or some related activity, 
can be automatically printed on 
outgoing envelopes as they are 
metered. The JMC was also re- 
sponsible for placing a_ service- 
men's (Korean War) plaque in the 
lobby, and revising the group in- 
surance plan. 

From the numerous improve- 
ments that have been listed so far, 
it would seem that the JMC has 
been an active group at Washing- 
ton National. The young executives 
have been extremely active, com- 
piling an amazing record of 31 
recommendations approved out of 
36 submitted to the company’s 
senior board. The recommendations 
that were turned down have not 
been given up as lost, and the coun- 
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cil is still working on some of 
them. They might possibly be ap- 
proved at later dates after being 
reworked 

The Junior Management Council 
is styled after the council at 
McCormick & Co., Inc., Baltimore, 
Md. The original 16 members were 
selected by the senior board of 
directors in August 1947, but since 
that time the members have 
handled the elections themselves. 
Three new 
every 6 months, so three members 
must be dropped to make room 
for the new faces. The members 
evaluate one another on a point 
system, giving so many points for 
six basic traits and characteristics. 
The 10 members who make the 
highest scores are automatically 
re-elected, and they become the 
membership committee. This com- 
mittee might decide to drop all re- 
maining six members and elect six 
new members. When a member is 
dropped, he may be elected by the 
membership committee 6 months 
later. No member can remain in 
the JMC longer than 2 consecutive 
years, but he may be re-elected 
after a lapse of 6 months 

In addition to the regular 16 
members, the Washington National 
JMC has 2 honorary members from 
top management who act in ad- 
visory capacities. These 2 members 
do not have a vote. 

The JMC has five standing com- 
mittees, two officers, a chairman, 
and a secretary. The two officers 
originally were elected for a 3- 
month term, but the time has now 
been extended to 6 months. There 
is no age limit for members—- their 
job level in supervisory status or 
higher being the only criterion. 
Meetings are held monthly, and 
they generally include dinner. New 
facilities in the home office now 
also permit after-dinner meetings 
to be held at the company. 

Washington National's recent 
move to a new home office build- 
ing also facilitated the carrying 
out of another recommendation 
made by the JMC. The company’s 
tabulating department was former- 
ly divided into two different sec- 
tions, with a supervisor for each 
division. Since the sections were 
not on the same floor, various 
problems resulted. For one thing, 
machines in one section might be 
taxed beyond capacity, while ma- 
chines in the other section would 
be idle for lack of work. A loss of 
time resulted when employees 
were shifted from one division to 
another, and even then it was dif- 
ficult to coordinate the two. 


members are elected 
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The JMC 
simple suggestion of consolidating 
the two tabulating sections under 


came up with the 


one supervisor, and that recom 
mendation has now been carried 
out in the new building 

While the activity of the junior 
executives at Washington National 
has been responsible for their 
accomplishing a great number of 
improvements, some credit must be 
given to the new home office build 
ing itself. The new 
structure has enabled the com 
pany to centralize its operations in 
one building, after operating in 
four different places including a 
former garage where files were 
kept. The old building, just around 
the corner from the new one, is 
now being leased, but can be used 
later for expansion purposes 

G. Preston Kendall, secretary of 
Washington National and honorary 
member of the JMC, said that 
their experience in operating from 
three buildings indicated com 
panies could decentralize home of 
fice operations without too much 
trouble. Washington National's 
main problems under the old setup 
stemmed from awkward interoflice 
communications, Five messengers 
were kept busy pushing their carts 
from one building to another, car 
rying office communications and 
files. The actual departmental 
operations went along smoothly 
enough in the separate buildings 
but over-all flow of work was 
slowed down 

Under the present highly cen 
tralized arrangement, the five mes- 
sengers have been given other 
work, and general communications 
are naturally better than before 
The new building permits the com 
pany to present a more attractive 


seven-floor 


picture to visitors, and 
ment of furniture brough 
the three old buildings is now be 
ing replaced with standard gray 
steel furniture. There is a steady 
replacement program that provides 
so much money for new furniture 
and equipment every month 

Since leaving its old quarters 
for the new building, Washington 
National has been able to reduce 
its staff from 800 employees to 
763. This cut cannot be entirely 
attributed to the convenience of 
the new building itself. The Junior 
Management Council's idea of con- 
solidating the two tabulating divi- 
sions probably had something to 
do with the reduction, but again 
the new building facilitated this 
consolidation. The company's own 
methods and planning committee 
should get some of the credit, and 
so should numerous other depart 
ments and employees 

No one group can be given com 
plete credit, since they all are 
more or less intermingled. For ex 
ample, of the five-man methods 
and planning committee, only one 
man spends full time on this ac 
tivity. The others are department 
heads. Too, the Junior Manage 
ment Council often makes sugges 
tions and recommendations to de- 
partments or to the methods com 
mittee, since reports directly to the 
senior board involve 
company policy 

Washington National's top man- 
however, is willing to 


generally 


agement 
give a great deal of credit to its 
enthusiastic JMC. The council is 
serving as a training ground for 
junior executives, and when vacan 
cies occur at the top, the company 


expects to have a reserve of quali- 
fied men from which to draw 
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The man who cannot lead a 
conference will find himself 
in many awkward positions 
if he becomes a top execu- 
tive without developing this 
important quality. Several 
firms that have planned pro- 
grams for training future 
executives give much time 
to conferences; this story is 
about one such company 
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G IRDON VAN ARK, manager 


of personnel development and 


training for General Foods Cor- 
poration, recently said, “All of us 
might be further along if our 
companies had had adequate train- 
ing programs for executive de- 
velopment. and_ training to help 
each of us in years now gone 
forever. 

“Most of us have talents and 
abilities for carrying a far greater 
management load than we have 
had a chance to prove that we 
could carry. And a lot of hiring 
from the outside has been done be- 
cause, for lack of records to prove 
it wrong, a prophet was often 
considered without honor in his 
own company.” 

We need go no further than Mr. 


Van Ark’s own company to find a 
startling case of how a prophet 
can be without honor-—-at least 
without sufficient honor in his own 
company. Clarence Francis, able 
and astute head of General Foods, 
was once sales manager for a 
smaller food company in St. Louis. 
The management of that company 
either did not appreciate Mr. 
Francis’ ability, or did not agree 
with his plans for expansion of 
sales. At any rate, they let him get 
away. Post Products grabbed him 
as domestic sales manager for the 
Postum Company, later a General 
Foods division. He advanced rapid- 
ly until, in 1924, he became presi- 
dent of Post Products. Then he was 
made executive vice president of 
General Foods, and in 1934 he be- 
came president, and later board 
chairman, 

The man responsible for much 
of the tremendous growth and 
amazing expansion of Sears 
toebuck was let out of Mont- 
gomery Ward's with precious little 
ceremony, despite the fact that he 
had been a vice president. What 
might have happened to Mont- 
gomery Ward had General Wood 
been retained is enough to stagger 
the imagination. 

Here are but a couple of cases of 
failure on the part of companies 
to hold on to men of vast execu- 
tive ability. Other less dramatic, 
and perhaps less costly, errors are 
downright common in_ business 
history because they occur so fre- 
quently. Take the history of paper 
wholesaling in Chicago. Several 
Chicago paper wholesale houses 
were created by former employees 
of one famous company there. 
They just couldn't sit still awaiting 


‘promotion, so they organized their 


own companies. 

Failure to develop executives to 
their fullest potential results in 
many and varied losses to any 
company. The best men leave, go 
with competitors or organize rival 
companies; this is not true of the 
industrial giants where capital in- 
vestment must run into multi- 
millions before a wheel can be 
turned. But in hundreds of smaller 
businesses, some of the older com- 
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panies have as competitors two to 
half a dozen companies organized 
from their own former personne! 

Other losses accrue from failure 
to expand, failure to keep pace 
with competition, and what is yx» 
haps the worst loss of all, a Ia 
of alertness and a spirit of h 
adventure on the part of the n 
agement staff. Nothing seen 
pitiful and futile in busin« 
group of executives gone 
or held back by an 
management from fuller 
ment, which comes only f 
adventuresome and ar 
utilization of the last drop « 
power’s skill and ability 

Mr. Van Ark urges e 
pany to list its executive 
then to put a red check 
against the name of ever 
who is to retire, or who sh 
tire in the next 5 years. In 
small companies there i 
schedule of retirement. Such 
schedule is vital if any con! 
of management is to be acluc 
This is a simple step, but an 
portant one. 

After each executive, who 
retire in 5 years, has been check« 
then put down under his name th 
name of the man who is to replar+ 
him. In many companies this plac¢ 
will be blank. And it will come a 
a shock to many top-management 
teams how many men, who are 
pushing toward their retirement 
dates, have no one ready to step in 
and replace them; at least no one 
who has been trained or coached 

Mr. Van Ark suggests a yellow 
check mark for executives who 
will retire in 3 years. At this point, 
the problem of replacement be- 
comes what Government men love 
to term as “critical.” Actually, 
critical seems to be a mild word 
for it. If a good start has not al- 
ready been made, 3 years is a brief 
time tc prepare and train a re- 
placement for a key executive. 

One of the best examples of a 
company which needed executive 
development on a large scale and 
then did something about it is the 
famed Bigelow-Sanford Carpet 
Company, Inc., with headquarters 
in New York City and factories in 
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Bigel 
back to 182 
Bigelow me 
loom. One of the ? later 
purchased by B 
lished in 1825. A total of 23 com 
panies were purchased or merged 
to form the present corporation, a 
long-time leader ir its industry 

In 1944, the president of the 
corporation died, and there was no 
active executive in the organiza- 
tion who was deemed ready for 
the presidency. James DeCamp 
Wise, then 46 years of age and the 
corporation's legal counsel, was in- 
duced to take the presidency. 

Mr. Wise began an immediate 


carpet 


estab 


of the corporate 
ganization, with a view to pre- 
enting a future problem such as 
the one which brought him to the 
presidency of  Bigelow-Sanford 
Result of this study was an execu- 
program de- 


program of study 


tive development 
signed to 

1. Improve the efficiency of pres- 
ent executives 

2. Prepare the younger group of 
executives for heavier responsi 
bility when their time arrives 

3. Strengthen the middle-man 
agement group, whether its mem- 
bers ever rise to top jobs or not 

To put this program into action, 
several component programs were 
put into motion, each one designed 
to contribute to the over-all objec- 
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This management team is composed of members of the union shop committee and the management committee, the two 


groups working together to improve relations in the company. Group heads are no longer 


Output Per Hour Almost Doubles 


With Profit-Sharing Plan 


Management at Commercial Steel Treating Corporation has 


seen its average production per hour almost double after 


a profit-sharing plan was begun. The plan last year pro- 


vided employees with 21 per cent of their total earnings 


By Dwight G. Baird 


HE average production for an 

hour of labor at Commercial 
Steel Treating Corporation, De 
troit, in September 1947 was $3.53 
In September 1951 it was $6.23 

In 1947, Lucas S. Miel, who was 
then vice president and is now 
president of the corporation, and 
Alfred Bogaert chief steward of 
the UAW-CI© local, were ‘at each 
other's throats.” Just the other day 
both appeared on the same pro 
gram to praise their management- 
labor relations 

These two examples are indica 
tive of changes which have been 
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brought about by profit sharing. 
September of 1947 was the last 
month before profit sharing went 
into effect, hence the rate of pro- 
duction for that month and for the 
corresponding month of 1951 were 
given. They were not the lowest 
and the highest months of the two 
periods, however. The lowest rate, 
$2.61, was reached in July 1946 
and the highest, $6.74, in April 
1951. It should be understood, 
though, that business conditions 
which were prevalent at that time 
probably influenced both to some 
extent 


at each other's throats” 


Mr. Miel illustrates the com- 
parative results of profit sharing 
in another way. A customer re- 
cently told him, he said, that a 
Commercial truck and = another 
supplier's truck arrived at the cus- 
tomer'’s dock to unload their car- 
goes about the same time. The 
Commercial driver had unloaded 
and started back in 10 minutes. 
The other supplier's driver also un- 
loaded in about 10 minutes. But in- 
stead of hurrying back, he went 
to a telephone and reported to his 
employer that he was being de- 
layed there. He then entered a 
nearby bar to idle away the time. 
The customer wanted to know why 
Commercial’s drivers appeared to 
be so conscientious, while the other 
employee apparently seized any 
opportunity to kill time. 

“The difference,” Mr. Miel said, 
“was that our driver knew that 
doing the job efficiently would pay 
off in bigger dividends for the 
company. He was interested be- 
cause he knew he would share in 
the profits. The other had no such 
incentive, so he was _ interested 
only in doing as little work as he 
thought he could get away with.” 
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Employees of Miel’s corporation 
are covered by one of the most 
generous profit-sharing plans in the 
country. They have both a cur- 
rent profit-sharing plan and a de- 
ferred profit-sharing plan. They 
are organized and are paid the 
union scale, together with all of 
the “fringe benefits’’ enjoyed by 
other union members in their in- 
dustry. In addition, all profits over 
10 per cent are split 50-50 with 
them, and they also share in 20 
per cent of the corporation’s an- 
nual profits, before taxes, which 
are payable to them later as a 
kind of pension. 

In 1951, the current profit-shar- 
ing plan alone supplemented their 
hourly earnings by 28 to 73 cents 
each month, the average for the 
year being 51 cents. Stated an- 
other way, this amounted to 21 
per cent of their total earnings. 
Stated in dollars and cents, hourly 
rated employees with 2 or more 
years’ seniority, enjoyed average 
earnings of $6,974.09 for the year. 
Add the amount deposited to their 
account with a local trust com- 
pany under the “deferred” profit- 
sharing plan, and the average 
earnings were $7,500.11. Mr. Miel 
added that 1951 was a good year, 
both for the company and for its 
employees. 

“But how does the company fare 
under the plan?” he was asked. 

“Fine!” he replied. “So far as 
profits are concerned and that’s 
what inquirers are most interested 
in. Our profits are higher than be- 
fore we introduced the plan. This 
is due, of course, to the higher rate 
of productivity. But earnings, both 
for management and for em- 
ployees, are only one of the many 
benefits of the plan. Everybody is 
happier. Managing the business is 
easier. Our relations formerly 
were strained; now they are cor- 
dial all down the line. We are all 
in business together. All have a 
personal incentive to make _ it 
prosper. We realize that we are a 
team, each dependent upon all the 
others, not just individuals trying 
to get as much as possible for our- 
selves and to contribute as little as 
possible. The improvement in the 
attitude and application is equally 
pronounced among members of 
management. We have acquired a 
keener recognition and apprecia- 
tion of the brotherhood of man.” 
Mr. Miel paused for a moment. 
“Strange,” he continued, “I don't 
recall ever having used that term 
before. But it is an apt one. I 
think it is a good way to state our 
attitude toward one another. 
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Ralph J. Hoenshied, founder of 
the company, had that attitude. As 
we are fond of saying, he put 
heart as well as heat into his busi 
ness. He was a strict taskmaster 
who demanded unqualified excel 
lence for every job. But he gave 
his people the equipment and the 
freedom to develop that excellence 
and to become proud of their 
work. He did everything possible 
to make their working conditions 
better. It was under his direction 
that we developed the profit-shar- 
ing plans. I was vice president at 
the time, and I had a part in 
working out the details, but to him 
is due a major share of the credit 
When he died in 1950, I succeeded 
him as president, and I have tried 
to continue his policies 

Commercial Steel Treating, in- 
corporated in 1927, has always 
specialized in heat-treating steel 
for manufacturers. It grew with 
the metalworking industries of the 
Detroit area, and is now said to be 
the largest business of its kind in 
the world. It now has 327 em 
ployees, of whom 285 are paid an 
hourly rate. 


Chief Steward Alfred Bogaert (left) 
ond President Lucas S. Miel have 
watched differences dissolve with in 
auguration of new profit-sharing plan 


The first effort to introduce anys 
kind of employee-benefit plan was 
made as early as 1941, when em- 
ployees were offered a pension of 
$50 a month at age 65 and $5,000 
in life insurance. This ‘was ac- 
cepted by the office workers but 
rejected by the shop men. The 
same plan was offered again in 
1942 and was accepted by the shop 
men. A survey made the following 
year, though, revealed that the 
men weren't greatly interested in 
a pension plan. The benefits were 


too far away; the worker had to 
remain with the company until he 
was 65, which many didn’t expect 
to do, and so on. The pension plan 
later was revised and made a de 
ferred profit-sharing plan, called 
an Employees’ Trust. As sum- 
marized in the union agreement 
‘The objects of the plan are to 
assist the employees in accumulat- 
ing a savings for use in later years 
and to share the profits of the 
company. All employees who have 


completed 2 years’ continuous serv- 
ice participate in the benefits of 


the plan, starting the first of the 
month following their second yeat 
of service. The plan provides for a 
contribution to the trust of 20 per 
cent of the annual profits of the 
company before provision for 
Federal income tax, as determined 
by a certified public accountant 
The funds of the trust are invested 
by the trustee, the Detroit Trust 
Company, in United States Gov- 
ernment bonds and securities. A 
separate account is kept by the 
trustee for each participant. The 
annual share of each participant 
is equal to a percentage of his 
total annual compensation, The 
same percentage is applied to 
every employee, but it varies from 
according to the 
made by the 


year to year 
amount of profit 
company 

“Benefits are paid by the trustee 
to the participants in the following 
five situations: After 10 years’ 
participation at 10 per cent per 
vear. Permanent total disability 
(one lump sum). Death (one lump 
sum to designated beneficiary). 
Retirement (full amount paid in 
equal installments over a_ period 
of 5 years). Severance of employ- 
ment (20 per cent of balance paid 
each year) 

A loose-leaf leather binder, 
stamped with the employee's name 
in gold, containing complete de- 
tails of the plan, is given each em- 
ployee, and every effort is made to 
help them understand it and ap- 
preciate it. The trustee notifies 
each participant how much has 
been deposited to his account each 
year. The fund now totals about 
$425,000 

Though of unquestionable value, 
this plan was not expected to in 
crease productivity. So in 1946, 
the company offered a bonus of 
1 cent an hour for each $5,000 in- 
crease in sales, but this didn't help 
much. Nor did an increase in sales 
necessarily mean an increase in 
net profit. Both the management 
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ECENTLY, a bankruptcy closed 

a case that offered, before and 
since, a hitherto unsolved insur- 
ance problem. The solution is of 
real public service to corporate 
management. 

Briefly, a few years earlier, a 
small industrial concern suffered 
a violent explosion within its 
premises, with the result that 
more than 15 people lost their 
lives and more than 100 were in- 
jured in some respect. These people 
were not employees, and were 
therefore claimants under tort 
liability for their injuries. Like- 
wise, the administrators or other 
representatives of the decedents, 
who were not subject to the 
Workmen's Compensation statutes, 
were free to sue at common law 
for wrongful death. 

The total claim filed was more 
than $3,600,000, whereas the as- 
sets of the small corporation were 
$25,000. The management had pro- 
vided a_ bodily injury liability 
policy with a limit of $50,000 for 
any one accident. 

The insurance company made 
available to the court the entire 
limit of its policy of $50,000, and 
to this was added the 
of the corporation. The net pro- 
ceeds were apportioned, from the 
published report, among the sev- 
eral claimants obviously 
settled for a few cents on the 
dollar. 

As viewed by many, the $50,000 
limit was rather low, but, on the 
other hand, few would have sug- 
gested a limit of more than 
$200,000 to $500,000. The ap- 
parent difference with, for ex- 
ample, a $500,000 limit, would 
have been a larger percentage of 
return to the claimants, but the 
assets of the corporation would 
likewise have been added over and 
above the amount of the insurance 
purchased. 

The net effect to the = stock- 
holders of the corporation was the 
entire loss of their investment. The 
insurance they had purchased, un- 
der these circumstances, was 
worthless from the viewpoint of 
protecting them. Without insur- 
ance the corporation would have 
been bankrupt, and the $25,000 
assets would have been distributed 
among the claimants. 

Liability insurance purchased 
on behalf of a corporate entity be- 
comes an asset of the trustee in 
bankruptcy or other liquidator of 
the corporation and _ ultimately 
benefits the individuals injured 
and, under the circumstances, not 
the stockholders. 


assets 
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Tower Belt. 


sound but meritorious 


stockholders of a corporation 
reinsurance company 


new form of liability insurance 


New Form of Insurance 


A new form of liability insurance which solves the problems emphasized 
in this article will be the subject of the July article in the series by 


Here are some comments on this new 
—Insurance commission of a Midwestern State 


This is an ingenious idea which should be quite advantageous to the 
—General counsel of a prominent American 


| was tremendously interested in your very complete description of a 
Such insurance would most certainly 
be far more desirable than what we are carrying at the present time 
—President of a large Indiana manufacturing corporation 


Tower Belt, the author of this series, is a partner in the firm of Belt and 
Ricker, insurance counselors in Chicago. The firm does not sell insurance. 


insurance: ‘The idea is not only 


By Tower Belt 


A comparative claim situation 
illustrates the perplexity of a cor 
porate management in properly 
protecting corporate assets against 
loss by recognized insurable perils 

Should these deaths and other 
injuries have all occurred to em- 
ployees, a standard Workmen's 
Compensation insurance — policy 
would have met all the legal obli- 
gations of the corporation, and the 
corporate assets would not have 
been disturbed. The families of the 
deceased would have been paid an 
amount, in the opinion of the State 
legislature, adequate to meet the 
employer's responsibility to the 
family of a deceased employee 

When purchasing Workmen's 
Compensation insurance, the man- 
agement knows when it has pur- 
chased the correct amount. When 
purchasing liability insurance, the 
limit for one accident is at best a 
mere Quess. 

Again, the extent of damage by 
fire and allied perils to the build- 
ings and contents can be antici- 
pated to a high degree of accuracy 
and an adequate, and yet not ex- 
cessive, amount of cover may be 
procured. 

As a comparison, let us assume 
a generally uninsured peril, and 
suppose that the management of 
this small corporation had mis- 
judged market conditions, or in 
some way had performed acts of 
inadequate corporate management 
and that their creditors represent- 


ing the suppliers of materials and 
services were compelled to accept 
a proration of their claims due 
to the corporation’s bankruptcy. 
In that case, there would have 
been added no insurance coverage, 
furnished by the corporation, and 
their proration would have been 
on the basis of the $25,000 in as 
sets only 

We now have an unfair 
lieve, result as between a con- 
tractual obligation on the one 
hand and a tort obligation on the 
other. As a matter of fact, the 
contractual obligation for the 
goods and services would be sub- 
stantially beyond dispute; where- 
as, the establishment of negligence, 
thereby creating the tort judg- 
ment, may rest on a jury's deci- 
sion of contested facts. Regardless 
of the closeness of the decision de- 
termining negligence, the success- 
ful claimants will have available 
to them all the corporate assets 
plus the liability insurance, but the 
suppliers of the goods and services 
must settle for their portion of the 
assets 

A hotel fire in the Southeast re- 
sulted in more than 100 deaths 
and a large number of personal in- 
juries. The results were somewhat 
similar to the case we have cited. 
The corporation had assets consist- 
ing mainly of the hotel furnishings 
which were insured, in an amount 
in excess of $230,000, against de- 


we be- 
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Retail Credits home office opera 
tions are carried on in the company s 
own nine-story building in Atlanta 
(reception lobby shown here), and 


extra space has been leased at times 


N downtown Atlanta, Retail 
| Credit Company's headquarters 
are housed in its own nine-story 
office building. This was outgrown 
several years ago, making it neces 
sary, at various times, for certain 
departments to be housed in rented 
quarters. Recently the company 
has completed a modern supply 
and printing building, where spe 
cially built rotary presses print the 
millions of inquiry tickets, report 
blanks, and other forms used in 
the conduct of the business 

More than in most companies 
the headquarters staff handles de 
Here in At 


records are 


tails of operations 
lanta, all personnel 
kept and payrolls made. All billing 
invoicing, collections, accounting 
and other functions are performed 
This highly centralized method of 
operation has purposely been de- 
veloped to simplify the field opera- 
tions, leaving the greater portion 
of all field personnel to perform 
productive work investigation 
and making reports 
In addition to the top m 


1s 


ment and officer personnel, there 
are nine main departments at At- 
lanta. These are: Accounting, bill- 
ing, employee relations, financial, 
maintenance, operating, personnel, 
sales, standards. There is an or- 
ganizational chart for every de- 
partment, listing its chief person- 
nel and every duty and function of 
the department. Duties of the ac- 
counting, billing, employee rela- 
tions, financial, and sales depart- 
ments are obvious. The main- 
tenance department is, perhaps 
somewhat unusual, in that it 
is responsible for all office space 
and equipment, both in the home 
office and branches. It produces 
and distributes all supplies to 
headquarters, the field offices, and 
to customers. It has charge of the 
company’s big supply and printing 
plant. 

Under the direction of G. B. 
Brooke, assistant secretary, the 
maintenance department has four 
divisions: The office service, prop- 
erty, supply branch, and a Cana- 
dian supply branch in Toronto, 
each under different executives. 

The office service division oper- 
ates centralized stenographic, fil- 
ing mailing, duplicating, and 
information sections. It also has 
charge of the reception room, the 
telephone and telegraph services, 
secretarial relief, and lunchroom. 


The property division consists of 
three sections. The first handles 
equipment purchasing, distribu- 
tion, inventory, budget, and stand 
ards control. The second has 
charge ot the home office building 
while the third controls lease com 
mitments, standards 
terations for field space, and in- 
surance on property and contents. 

The supply branch prepares 
specifications and controls supplies 
to all branch offices, direct report- 
subsidiaries, and 


records, al- 


ing stations, 
customers. It purchases supplies 
and stationery items, maintains 
stock, and operates the printing 
department. 

Many standards ‘have been set 
up to guide the purchase, use, and 
replacement of equipment. For 
example, typewriters are used for 
8 years, then traded in. This seems 
a long time, but with 5,000 type- 
writers in use, and what the com 
pany has learned through long 
experience, this length of service 
has proved to be economical. Three 
makes of typewriters are in use 
Royals, Underwoods, and Reming- 
tons. Practically all inspection re- 
ports are typed by the inspector 
who made the investigation. Dic- 
tating equipment Is In use In many 
departments. About 90 per cent of 
the dictating equipment is made 
by Dictaphone. 

Globe-Wernicke and Art Metal 
files are standard equipment. 
Shaw-Walker filing supplies are 
used for the 23 million files kept 
of reports. General Fireproofing 
desks and chairs are standard 
equipment, although _ during 
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Handles Details for Retail Credit 


periods of shortages some other 
equipment was purchased. Occa- 
sionally, when the volume of work 
in a branch is not stabilized, it is 
customary to rent furniture until 
the needs can be accurately de- 
termined and regular equipment 
needs calculated. 

In addition to the maintenance 
department, there are four other 
departments under the supervision 
of L. S. Brooke, the secretary and 
treasurer: The legal office, under 
General Counsel William J. 
Cordes; the accounting depart- 
ment, under the direct control of 
Banks ©. Godfrey, controller; the 
billing department, under E. L. 
Hardy; the financial department, 
under C. D. Harrison. 

The accounting department pro- 
duces the 154 monthly branch of- 
fice cost reports, and the monthly 
profit reports to top management, 
prepares the company budgets 
handles all Federal, state, county 
and city taxes, produces a semi- 
annual trend report, showing 
Statistics on all phases of company 
results, annual financial statement, 
cost control analyses, sales statis- 
tics, and does internal auditing. 
This department keeps the general 
ledgers, using National Cash Reg- 
ister bookkeeping machines. Mar- 
chant calculators are used for most 
of the figure work in the depart- 
ment. All financial reports and 
budgets are reproduced by the 
Ditto process. 

The work volume in the billing 
department is especially heavy, 
due to the nature of the bills 
handled. The entire department is 
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This third and final article in a series goes behind the 


scenes at the home office in Atlanta, explaining the work- 


ings of the highly centralized operation, purposely devel- 


oped to reduce handling of details in the various branches 


By John Garth 


manned by 
billing is done on a cycle basis 
geographically Extensions are 
figured on a Marchant calculator 
and variable invoicing items are 
entered on a_ preprinted, four 
part Uarco form with a ball point 
pen. The original goes to the cus 
tomer, the duplicate to the statis- 
tical department, the triplicate to 
the branch office, and the quad- 
ruplicate goes to the bookeeping 
department. 
Inquiry 


about 90 people SO 


tickets--that is, the 
original request from the cus 
tomer for a report (this would 
correspond to an “order” in most 
businesses) is mailed to the cus 
tomer with his bill. Many cus- 
tomers send several hundred of 
these requests a month, making 
the sorting and mailing task little 
short of colossal. About 600 pre- 
addressed bills are mailed daily 

From this department 
cumulative reports showing total 
revenue for each office, and an- 
other report of production by each 
inspector. 

The financial department has 
three main divisions: Collection 
adjustment, and disbursement. The 
disbursement division handles all 
payments for salaries, fees, car ex- 
penses, overtime, bonus payments 
equipment, rent, taxes, and divi- 
dends. Payrolls are handled on 
NCR machines, as well as the pay- 
ments for rental at branches and 
elsewhere. These payments are 
handled as thouch they were a 
personnel payroll. In this depart 
ment, each girl handles all the pay- 
roll work for about 700 employees 


come 


This is a portion of the billing de 
partment which sends out about 600 
preaddressed bills daily. The de 
partment is manned by 90 employees 


Copies of the bills are filed by 
account number, and kept there 
until paid. When paid, they are so 
stamped, and then filed by account 
number. This eliminates the neces- 
sity of ledgers and ledger posting 

Another job of the financial de 
partment is the steady production 
of salary distribution sheets by 
branch offices for cost reports 
Here, salary figures are combined 
with other cost items, and regular 
cost reports are sent to. all 
branches for comparison’ with 
revenue figures and the established 
budget 

Also falling to the lot of the 
financial department are such tra 
ditional jobs as preparing tax 
withholding statements, dividend 
ledgers, employee loans, savings 
maintenance of income ledgers on 
all employees, and the thousand 
and one other jobs common to all 
such departments 

The adjustment division handles 
all correspondence relative to cus 
tomer complaints, and is especially 
watchful for sources and causes of 
repeated adjustments, as well as 
seeing that complaints are routed 
to the proper department or branch 
office for correction 

Operating Vice President P. C 
Upshaw and Associate Operating 
Vice President H. F. Thomason 
with the assistance of J. H. Free- 
man, assistant operating manager 
direct the operating department, 
which is divided into four divi- 
sions: Organization, financial, serv- 
ice control, and filing 

The organization 
charge of opening new branch 
offices; territorial changes; open- 
ing, closing, or changing the status 
of direct reporting stations; man 
agerial transfers, and matters of 
this nature. The financial division 


division has 
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Design for 
Service 


DVERTISED as the “world’s 
most modern savings and 

loan association,” the San Diego 
Federal Savings and Loan Asso 
clation’s new building has a num- 
ber of features which may be use- 
ful for consideration by others 
When planning a new business 
home 

The new four-story building, 
with the upper two stories rented 
to tenants, was completed late in 
1951. Some of the outstanding fea- 
tures of the new building are: 
Two tellers’ windows at the drive- 
in entrance, where transactions are 
completed) from the customer's 
automobile window; and. electric 
eyes to open and close the doors as 
customers enter or leave. A garage 
in the basement provides space for 
125 cars 

A 24-hour depository, } eleva- 
tors serving both the garage in the 
basement and all other floors, 1,000 
safety deposit boxes in the vault, 
murals depicting the city’s growth 
and history, a home planning de- 
partment on the mezzanine floor, 
are other features of the 100,000 
square foot building 


These pictures show the main busi 
ness area (top), quarters that are 
used by officers and executives, fur 
nished with Leopold Conference desks 
(center), and area close-up (bottom) 
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Everything to accelerate answers - and reduce costs! 


Accounting Machine 


n Sen Pla 
te 
co 
ally ™Pletes 


Operating Speed! 
Sensimatic design permits 
the operator to work as fast 
as she chooses. Fach key and 
motor bar has a uniform, 
scientihcally correct pressure. 
Every control is within easy 
sight, easy reach 


wil 


When a Burroughs Sensimatic comes into your business, 

your accounting work steps up to the swift tempo of to- 

day's production pace. You get the facts that guide your 

operations on time all the time. You get more accounting 

done by fewer people . . . with fewer machines, less over- 

Now there are three! time, less expense. And you get all this at a surprisingly 
Sensimatic 300 with 11 totals low cost! Find out about the Burroughs Sensimatic for your 
Sensimatic 200 with 5 torals office . . . talk Sensimatic with your Burroughs man today. 
Sensimatic 100 with 2 totals Burroughs Adding Machine Company, Detroit 32, Mich. 
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The sales manager and division accountant of Star Manufacturing Company 


study one of the sales control 


charts’ provided by the system recently installed 


Manufacturing Com- 


Star 
pany in St. Louis found that 
its sales records offered 
very little comprehensive in- 
formation, and much work 
was required when facts 
had to be dug out. Now the 
former system has been re- 
placed with one that in- 
volves visibility and colors 
as the key features. It is a 
simple matter currently to 


find almost any ana'ysis 


New Sales Control Figures Cost 
44 Cents for Each Account 


By Lewis Bolger 


r a cost of less than 44 cents 
for each account, the bare es 
sentials of sales records for the 
star Mfg. Co., a division of Het 
iles Steel Products Corp., have 
been transformed into a rounded 
ales control picture 

This St. Louis firm supplies 

ne 2.000 dealers and distribu 
popeort 


commercial cooking 


with machines and 
riddles. frvers 

and allied appliances 
number of these work 
creasing and consume! 
rn oof their benefits 


inting, a simple sales record 
ould not cope with the increase 
dealer activity. And getting a 
prehensive sales analysis from 
a mere listing of entailed 
needless time-consuming toil, and 
would frequently be out of date by 
the time it was compiled 
untant Henry Moll 
man felt that a semblance of con 
trol shouldn't be too wh to ask 


of a sales record » in 


Division aces 


use wouldn't conf 
What 


was a graphic, day 


quirements 


that would be instantly available, 
easily made, kept, and read. 

Mr. Mollman consulted Reming- 
ton Rand Inc.'s management con- 
trol specialists in St. Louis on his 
problem, and found his answer in 
a kindergarten-like “picturization” 
and use of color 

A visible record file and signal- 
and-chart procedure were in- 
stalled, and from the beginning 
rave the information necessary 
for closer 


ver the 


managerial supervision 
activities of the 
staff, distributors, and dealers. 

Star sales are divided into 10 
each of which is 
handled by a separate salesman 
Sales records are set up by states 
nm the visible record file. and all 
sales information is posted on a 
card kept in the bottom pocket. 
This is divided into three sections 
giving the date, units sold, and the 
amount of each sale 

The top pocket 1s split into two 
sections, one giving the total sales 
for each month. and the other 
giving the total sales to date. Daily 
postings, made from customers’ in- 
average around 80 to 100, 


sales 


territories 


voices 


and take only part of one clerk's 
day to record. 

A visible margin title insert 
bears the account name, address, 
and the sales territory. The month 
of the last sale to the dealer or 
distributor is indicated by the 
transparent plastic signal placed 
over a section of the January-to- 
December scale on the left-hand 
side of the insert. The color of the 
transparent signal denotes the 
mailing list classification. 

The right side of the title insert 
has a dollar-volume scale showing 
how much the dealer or distribu- 
tor has purchased to date during 
the current year. A sliding plastic 
signal arm is set over the total of 
the current year's sales as shown 
on the sales card. 

The plastic signals in yellow, 
orange, red, or blue indicate at a 
glance the group into which the 
dealer or distributor has been clas- 
sified. After the final postings for 
each month, the operator sets the 
signals to indicate the total of 
sales to date. Operations are co- 
ordinated the cards activate the 
signals, and the signals provide 
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OVE RUBBER BAND: .2.004¢> PAPER FORMS! 


It would take an 8-foot rubberband to go around the 5678* forms required 
to produce one common rubberband and place it on your desk. 

Analysts say industry spends 37 per cent of its time in paperwork; no 
doubt much the same is true in your business. Yet paperwork is so 
scattered and taken-for-granted that businessmen tend to hunt in the 
factory for economies and speed-ups, overlooking vast opportunities in 
the great undercurrent of paperwork. 


DITTO (¢OVIROIS PAPER WORK! 


Paperwork can be a brake on action; it can be a quicksand for profits; 
or with DITTO One-Writing Systems, it can be a production tool of 
far-reaching effect. Ditto One-Writing Systems direct, control, 
coordinate and expedite. They cut out delays and error. They release 
employees for productive work. They make plant and payroll 

do more and earn more. 


AMERICAN INDUSTRY \ ON 


DITTO. 
ONE-WRITING SYSTEMS ! 


In these days of defense pressure and heavy paperwork, 
large companies and small declare that their DITTO 
systems, machines and supplies are more than ever 
essential for their peak efficiency. Today's greatest 
economies and betterments are found in paperwork. 


Ask for specific data showing how the DITTO 
Payroll, Production, Order-Billing, Purchasing 
and other systems definitely streamline your 
paperwork and bring benefits all down the line. 
No obligation, just write. 


DITTO, Incorporated 


2250 West Harrison Street, Chicago 12, Illinois 
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the necessary saies record control. 


These visible sales control rec- 
ords save many hours of adminis 
trative review by pointing up any 
account needing special attention 
The 50 fully visible index margins 
in each tray reveal at a glance just 
which could) use or 
might need extra attention 

Because two of their main prob 
lems in selling are alerting dor 
mant increasing 
accounts Star 


accounts 


customers and 
sales to active 
Mfg. Co. insists that its sales con 
trol records show instantly and 
clearly whether a dealer falls into 
the active or dormant group. The 
records also indicate how much at 
tention is needed, so that the sales 
men can be given the necessary re- 
minder or instructions 

Star Mfg. Co.'s visible card-and 
siynal setup will soon be extended 
routing 
record with the sales control rec 
ords, making the information more 
eliminating the 


need for a separate set of records 


to combine their carrie 


accessible and 


“Operator 25” 


ORKING jointly with the 

Distribution Council of Na 
tional Advertisers, Western Union 
has developed a program to local 
ive national advertising, so that 
readers of national advertisements 
merely by calling Western Union 
on the telephone and asking for 
25," can immediately 
obtain the names and addresses of 


Operator 


len al dealers 

The advertiser who subscribes 
for Western Union “Operator 25° 
service places in his advertisement 
a wording similar to this: “Call 
Western Union by number. Ask 
for ‘Operator 25° for the name 
and address) oof your 
dealer 

Features of the Western Union 
“Operator 25’ Which is 
now available to almost 20,000 
cities and towns in the United 
States, are 

1. The service is easy, quick, and 
confidential 

2. There is no lapse of time dur 
ing which the prospect can cool 
off after reading the advertise 
ment; delay results in distraction 
and kills sales 

3. Everybody knows Western 
Union, and that they will not be 
subjected to any sales pressure if 
they call 


nearest 


service 


i. Not being required to reveal 
their names and addresses will in- 
fluence some people to call who 
might hesitate to write or mail a 
coupon, 

5. The flexibility of the service 
is important in these days of 
changing distributor setups- -lists 
of dealers can be revised or 
changed monthly. 

6. The service is equally fair 
and beneficial to dealers large and 
small, downtown and neighbor- 
hood; in places where no more 
than four are listed all names will 
be given; where more than four 
are listed, the names and ad- 
dresses will be given in groups of 
not more than four each in ac- 


cordance with the advertiser's 
specification. 

7. The service becomes an inte- 
gral part of the advertisement 
thus providing a local tie-in for the 
complete audience selected by the 
national advertising at the same 
time the readers are being in- 
fluenced by it. 

8. The service cannot affect the 
fundamentals of existing dealer 
relationships except to stimulate 
individual promotion by dealers 
who want more than an equal 
share of the business being created 
by national advertising. 

9. A by-product of the service is 
that it keeps the dealer mailing 
lists of the advertiser complete. 


New Interoffice 


Communications 


System for Dun & Bradstreet 


A mechanically operated interoffice communications system has been installed 
in Dun & Bradstreet’s new office building in New York. The system can dis- 
patch messages without the use of conventional pneumatic tube carriers, and 
Dun & Bradstreet uses it to transmit telephone inquiries to the filing area. 
Tickets, folded at the end to form a small ‘‘sail,’’ serve as their own carriers. 
Pictured here is a typical 45-station installation, showing central desk with 


pressure-senders (foreground) and the vacuum-receivers (rear). Conveyor belt 
(center) transports tickets from the receivers to the central desk for re- 
dispatching. System was supplied by the International Standard Trading Corp. 
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When you want multiple copies of conference reports, 
bulletins, sales letters, price lists—rely on the office ] 
duplicator. One typist using the duplicator can quickly FREE! 
—literally—turn out the work of ten. 
When she uses Hammermill Duplicator paper, only Send the coupon wow for 
one typing, one checking is necessary. Every copy is an up-to-date sample book 
clear, bright and easy to read. For variety in attention of Hammermill 
H Duplicat hit Duplicator and the 
value, Hammermaill Duplicator comes in white plus five help ful idea-book t 
distinctive colors with envelopes to match. ** Duplicator Facts."’ 


/ 


1467 East Lake Road, Erie 6, Pennsylvania 


Please send me — FREE — the sample book of Hammer- 
mill Duplicator and the idea-book, ‘‘Duplicator Facts.” 


Name 


D GELATIN MACHINES 


FOR SPIRIT AN 


Please attach to. or write on. your business letterhead A 
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General Petroleum’s post office has a 
volume of mail equal to that of a town 
with 15,000 population, and latest 
equipment helps maintain schedules 


Company Handles 3 Million Pieces 
Of Outgoing Mail in a Year 


General Petroleum Corporation has offices on several dif- 


ferent floors, but the mail handling procedure is stream- 


lined so that little time is wasted. A corps of messenger 


girls is available for special mail and interoffice notes 


N it new, ultramodern  oflice 
the largest South 
erm Califorma General Petroleum 
Corp.'s post office handles a volume 
of mail equal to that of a city 
having 15.000 population. In 1950 
its mail roon 
nillion pieces of outgoing 
States mail of all classifications 
totaling S108.093 in) postage. Ne 


handled nearly 
United 


exact count is kept of incoming 
mail or interotfice mail, but cor 
servative estimates place the vol 
ume at about 12.000) pieces per 
day, not including Railway” Ew 
press oor freight) shipments fre 
quently handled by this office 

United States mail is picked uy 
three times daily from the General 
Petroleum Terminal: Annex post 


“do Des 


mond Mail Service, a contract 
carrier, On the return trip, the 
truck carries the outgoing mail 
back to the Government post 
ollice 

Special delivery mail is brought 
in by special carriers throughout 
the day to the mail room, where 
it is handled by a group of mes- 
senger girls, with the exception of 
heavy pieces. These 12 messenget 
"urls, plus one chief messenger. 
Carol Simmons, handle from 900 
to 1,000 trips a day. They make 
immediate delivery of interoffice 
communications, and perform all 
other types of messenger service 
necessary. Most of the company’s 
itlices have push buttons on the 
desks, which flash signal lights, 
identified by room numbers, on the 


wall in back of Miss Simmons’ 
desk. A special chute, with inlets 
from each of the floors occupied 
by General Petroleum, carries 
messages down to the main mail 
room, on the second floor. 

Mail addressed only to “General 
Petroleum Corp.,” and not to an 
individual, is opened to determine 
to what department, or individual, 
the mail should be directed. The 
envelopes are then sorted into the 
proper delivery bins. 

Primary distribution of regular 
and interoffice mail begins shortly 
after 7 a.m., and continues, at 
intervals, throughout the day. Mail 
is sorted by sizes into bins marked 
with the different floor numbers 
as well as bins for General Petro 
leum's installation at Vernon, and 
other Los Angeles Basin points. 

General Petroleum Corp. has 
offices on the first, second, ninth, 
tenth, eleventh, twelfth, and thir- 
teenth basement 
and mezzanine Tenants 
occupy portions of the first floor of 
the General Petroleum Building as 
floors three to. eight 


floors, besides 


levels. 


well as 
inclusive 

Six regular mail deliveries and 
pickups are made daily by assigned 
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Good metal office furniture is a wise investmen 


GOOD metal office 
furniture is @ 
GOOD investment 


MODE-MAKER DESKS 


June 


1952 


oop metal office furniture will 

J increase the amount of work 
turned out by office employees with- 
out any increase in human energy. 
The average office employee costs 
you a minimum of $3,000 per year 
in salary, floor space and general 
overhead. That amounts to $30,000 
in 10 years, the normal period for 
charging off the cost of office furniture. 


If your office employs 10 people, 
you face a minimum fixed expense 
of $300,000 for salaries. floor space 
and general overhead, during the 
next 10 years. 

GOOD metal office furniture such 
as Super-Filer — the mechanized file, 
Goodform Aluminum Chairs. and 
Mode-Maker desks can greatly im- 


prove your return on that $300,000 
fixed expense through increased pro- 
ductivity, improved employee health 
and morale and added customer and 
public prestige. 

It would not cost more than 1% 
or 2% of that fixed expense to 
completely re-equip your office with 
GOOD metal office furniture. GOOD 
metal office furniture, through in- 
creased efficiency alone, can pay for 
itself in an amazingly short period of 
time and pay big dividends thereafter. 


Why not find out whether GOOD 
metal office furniture would be a 
GOOD investment in your office? 
Call your local GF distributor or 
write The General Fireproofing Com- 
pany, Dept. A-6, Youngstown 1, Ohio. 
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FIFTY YEARS OF PROGRESS 


Foremost in Metal Business Furniture 


GOODFORM ALUMINUM CHAIRS - METAL FILING EQUIPMENT «+ GF STEEL SHELVING 
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mail room personnel, with an extra 
last-minute pickup at 4:15 p.m 
Three men working on a route 
schedule serve three floors each 
and average 100 to 125 stops on a 
15-minute trip. Specially designed 
mail carts are used for the de- 
liveries and pickups. Mail, sorted 
by floors and names, is placed in 
the cart in order of delivery, using 
separators to divide mail for the 
different floors. Mail picked up is 
deposited in trays on the carts, and 
returned to the mail room on the 
fast freight elevator. 

When the last pickup is made, 
the closing mail rush begins in the 
dispatching area. The mail room is 
equipped with four Pitney-Bowes 
postage meters, two of which 
are used for lightweight mail, one 
for mail requiring up to 15 cents 
postage, and one for fourth class 
or parcel post shipments. 

This room handles outgoing 
mail, principally. Here mail is 
weighed, metered, bundled, tied 
and pouched. A window, facing the 
hall, is provided for selling stamps 


to employees between 11:30 a.m. 
and 1:30 p.m. Close by is the office 
of E. W. Laws, supervisor of 
mails, and FE. A. Kastroll, his as- 
sistant. These men run the post 
office, with a personnel of 28. 

Mail addressed to company 
branches, division offices, or mar- 
keters away from the Los Angeles 
Basin area, is sorted into bins 
marked for their destination. This 
mail is accumulated throughout 
the day, and then inserted into 
pre-addressed, large kraft enve- 
lopes. By mailing in this manner, 
roughly 60 letters can be mailed 
for 48 cents. Individually, the same 
letters would cost $1.80. A mini- 
mum supply of these Addresso- 
graphed envelopes are stored in 
drawers beneath the sorting bins, 
with stock controlled by a tab on 
each set of envelopes showing 
when new stock should be ordered, 
and how much. 

Parcel post is weighed on a 
Post-O-Meter scale showing both 
air and regular parcel post rates 
on the dial. A tape shooter ejects 


moistened kraft tape, imprinted 
with “Mobiloil Flying Red A” in 
red, in desired lengths for sealing 
packages, 

First class mail is weighed, 
metered, and tied with one of the 
two Saxmayer bundle tiers, and 
then pouched. First class and 
other mail is first sorted as to size, 
and then these similar size stacks 
are metered and tied as bulk 
packages. 

All mail for General Petroleum 
installations in Vernon and the 
Los Angeles Basin is taken to 
Vernon by station wagon seven 
times daily, where it is sorted into 
bins for the various company of- 
fices. A company truck delivers the 
mail along with other packages 
and miscellaneous supplies from 
Vernon. 

This exceptionally efficient and 
well laid out post office has come 
to be known as a model mail 
handling installation, being visited 
frequently by representatives of 
many firms interested in improving 
their internal postal facilities. 


New System 


By Paul Eastman 


ITH its new payroll system, 
A. S. Schulman Electric Com- 
pany, Chicago, gets 150 payroll 
checks into the mail from its main 
office within 3 days after the em- 
ployees’ time sheets are turned in, 
with one person handling the com- 
plete payroll job 
This electrical contracting en- 
gineering company has employees 
in the field who are working on in- 
stallations, all of whom are union 
men. The local unions in the vari- 
ous working areas have different 
rules as to the number of days 
checks may be held back from em- 
ployees. Therefore, it behooves 
Schulman Electric to see that there 
is no delay in the payroll opera- 
tion. Its new system is a safeguard 
against any penalties which may 
be imposed for delays 
Foremen keep time sheets for 
their men while on the job, and 
mail them in at the end of each 
week. The sheets arrive at the 
home office on Monday, or, at the 
latest, on Tuesday morning. The 
payroll accountant must check 
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Speeds Payroll Handling 


time sheets, total the hours, and 
compute total pay due. Then he 
has the problem of writing the 
check, making up a report for the 
union, making records for his own 
office, and figuring up the various 
deductions. 

The amazing part of Schulman 
Electric's payroll system is that 
all the various records required 
are produced at one writing. All 
checks and other papers are placed 
on a Hadley speed writing board, 
with the checks overlapping one 
another and held in place by ridges 
that fit in perforations. At the 
same time the check stub is being 
filled in by hand, these by-products 
are automatically turned out: 
Union report, payroll journal 
sheet, and earnings’ record. Carbon 
on the back of the check stub 
transfers the necessary informa- 
tion to these other reports. 

After the stub, or perforated 
strip across the top of the check, 
has been filled in by hand, the em- 
ployee’s name and the amount 
earned are typed on the check, and 


it is run through a checkwriter or 
protector to perforate the amount 
to be paid on the face of the check. 
Finally, the necessary signatures 
go on each check, and they are 
ready for mailing. The payroll 
operation is planned so that checks 
scheduled to travel the farthest can 
be mailed first. In this way, all the 
checks arrive at their destinations 
at about the same time. 

Since the time sheets show the 
amount of time each worker 
spends on a_ single operation, 
Schulman Electric can easily total 
the labor costs for a complete in- 
stallation or any part of the in- 
stallation. Should a customer ask 
for a detailed cost breakdown, it 
is a simple matter to prepare it 
fror the detailed time sheets. 

Previous to installing the new 
payroll procedure several months 
ago, Schulman had used another 
manual operation. but even with 
more employees working on the 
payroll, there was considerable 
difficulty in getting the checks out 
on time. 


AMERICAN BUSINESS 


| 
| 
: 
| 
i 
{ 
i 
\ 
= 


You’re paying for an ideal system of record retention 
-..why not get it—now? 


Every record properly filed and continuously under con 
trol every record systematically classified and safely 
stored for the period of time serving your own needs 
and all legal re quirements... every record preserved 
and indexed in the form that’s most convenient and eco 
nomical for you all this you're paying for right now 
in one way or another. But do you actually ave such a 


svstern for well planned, efficient Record Retention? 


Free Booklet Gives You a Yardstick 
of Performance 


A wealth of practicais ideas accumulated by Remington 
Rand in vears of business svstems leade rship is available 


to help vor lve Record Retention problems Much of 


en s pers 
our Business 


ind 


nehed-card accounting 


June 


this experience is ¢ mdensed in our new, 24 page hook 


let, “A Basic Plan telling how to save on clerical 
time, filing space and equipment how to organize a 


retention plan and follow it through successfully how 


to evaluate records in terms of fire and other types of 
protection nd how vour « mnple te changeover can 
be made t new, id tem without burdening vour 
office staff 
bli y 


ind there's 


work.® For a tree cop 
mH 


est Busi 


> 
a 
\ | | 

i 
ter or write to Management | 4 
Controls Reference Librar 
Room’ 1135, 315 Fourth Ave tay 
nue. New York 10 

j 
"You rent) exper sors and. or com 
ments for record reor ther pt ik load — = 
issignnient ding pp e 
1952 


How dangerous is it to 
“close your eyes” 


to these 4 facts about record protection? 


So dangerous . 1t could put you out of business!) 


W's dangerous t's dangerous 


W's dangerous {0 trust an old W's dangerous ')) look the clause in vour 
ile without the Underwriter fire insurance policy that sa proot-of-loss 
Ine Label. Thes often imemerat cords must be rendered within 60 days How 


Isn't the risk too great? 
ow little it costs to protect your records ind vour 
with a modern Mosler \ Label Record Safe. It's 
wetection. Meets and exceeds the independent Under 


everest test for hire, impact and explosion 


Designed by Raymond Loewy 


the new Mosler “A™ 
Label "400" | other 


new nter Spy Leck a 
Panel” with dial and + 
nop 
iF IT'S MOSLER 


Mosler Safe“: 
rld 


ers of safes and bank vaults Mosler 


IT’S SAFE 


h B 


NAME 
NAME 
ADDRESS 


city 


Tube System 
Saves $2,000 


IN of a Lamson 
pneumatic dispatch tube system 
in a Rochester, N. Y., clothing 
plant facilitates handling of work 
orders and saves 50 per cent of its 
cost in 
year 

Timely Clothes, Inc., manufac- 
turer of fine men's clothing, needed 
the system to speed work orders, 
invoicing information, shipping 
orders, and other office papers be- 
tween three key points in the 
plant. There is heavy work traffic 
between the main office on the first 
floor, the stock control office on the 
third floor, and the shipping of- 
fice on the second floor. The tube 
system is of 3-inch diameter size 
and handles large work order 
sheets in quantity, as well as other 
papers such as_ invoices, job 
tickets, correspondence, and other 
routine papers. 

Two-way service is provided be- 
tween the main office on the first 
floor and the stockroom on the 
third floor. A similar line runs 
between the main office and the 
shipping room on the second floor 
Because of considerable _ office 
paper traffic between the stock- 
room and the shipping department 
another two-way line was set up 
between these two points, 

Mail orders, cutting orders, and 
shipping orders originate in the 
main office and are dispatched in 
continuous fashion to the = stock- 
room. The pneumatic tube system 
allows this continuous delivery 
where it was formerly the custom 
to accumulate a quantity of orders 
for messenger service. More rapid 
processing of all orders is a logical 
result of this change in procedure 

The rapid handling of the work 
sheets permits the immediate is- 
suance of the necessary supple- 
ment sheets, stockroom. releases, 
and shipping orders. It also per- 
mits correct invoices to be issued 
at the same tfme in the main of- 
fice billing department 

An estimate of the reduction in 
cost of messenger service indicates 
a saving of approximately $2,000 
per year. As is the Case in all in- 
stallations of this type, there is 
never a need for personnel to 
leave their departments to tote 
papers to another office. The re- 
sult is that work is handled in an 
orderly, efficient manner 


messenger service each 
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Distinctive 
Leopold Features 


Dulux Finish 


Smooth, clear finish is tough, 
durable . . . resistant to 
cigarette burns and liquids 


‘ 


Utility Slide 


Handy for over-the-desk 
conferences or dictation. Installed 


to order at low cost 


Adjustable Height 


Glides make it easy to adjust 
desk height from 29 to 40 
inches. Ideal for uneven floors 


June 1952 


Suburban Trust Company, Bethesda. Maryland. Leopold Invtallatron by (has G. Stott Company. Washington, 


make your best 


business impression . . . with 
E000/d oltice turniture 


Important clients, influential associates whoever enters your 
office often judges your business standing and integrity first, by the 


attractiveness of your office and second, by the quality of 


your product or service. 


Be sure your first impression is your fest one. Outfit your office 

with beautiful, distinctive Leopold office furniture. You'll also 

find Leopold a profitable investment. Profitable because it's built 
to last longer . . . saves precious office time through scientific, 


functional designing and installation 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable to you. If not known, please write us for his name 


and address 


BURLINGTON. IOWA 


MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 
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2 SUBTRACTIONS IN RED 
e 


Can never be 
mistaken for 
additions 
Red figures 
stand out 
even after 
being 
“checked off 
on tape 


symbol 


4 


AUTOMATIC SPACE-UP 
@ OF TAPE 


Tape automat 


cally 


moves 


up to tear off 

position when 
total is printed 
Saves effort 


time 


paper 


Always show 
the run 


ning 


total in 


large numer 


stras 


No eye 
Permit 


use of ma 


chin 
tape 


e without 


Soft, yet pos 

tive garette 

doesn't even 

wrinkie ) Several 
ay De 


ssed at once 


STAIR-STEP, FULL-VISIBLE 
KEYBOARD 


l AUTOMATIC CLEAR SIGNAL 
e 


Gives auto 
matic printed 
proof of wheth 
er or not 
machine was 
“clear” when 
first amount 
was listed 
There's never 
any doubt! 


‘money-saving 


8. 


Built to give 
longer lite at 
lower cost. All 
working parts 
double rust 
proofed Com 
pact for 

desk use. 
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3 AUTOMATIC CREDIT BALANCE i 
with only one fo 75 a4 
bar. Prints in 1 
red with CR “Se j 
6 EASY-TOUCH KEY ACTION 
‘ 


...and C@attonal combines these 8 features on one machine! 


On average listings these 8 features, combined, 
save hundreds of motionsevery hour. The more 
of these features a machine has, the more time 
and effort will be saved every hour the machine 
is in use. Isn't it reasonable, then, to get the 


only adding machine that combines all & fea- 
tures—the National? Call the local National 
factory branch, or dealer, for a demonstration 
on your own work. Models and prices to fit 


your needs. (lhere's no obligation to buy.) 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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ACCOUNTING MACHINES 
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Offices of 


department heads (right 


open’ so natural light can enter the general office area 


background) are 


This is the office of C. Mahlon Kline, board chairman, and 
it illustrates the company policy of minimizing plushiness 


| Offices Have Mo Frills 


The two-in-one directors’ room and 


conference room is easily changed 


N one of the 
| most modern 
buildings in 
the Philadelphia 
area, Smith. 
Kline and French 
Laboratories has 
about as demo- 
cratic an office arrangement as can 
be found in any business. The 
company is well known as a maker 
of pharmaceutical products 

The board chairman's office, for 
example, has a metal desk of the 
same style as those used in the 
general offices, except that the 
chairman's desk is mahogany 
colored, while most of the others 
are gray. Chairman C. Mahlon 
Kline has little more space than 
most of the men who work under 
him. His 15- by 20-foot office has 
none of the frills one expects to 
find in a top executive's office. 

As one SKF executive put. it, 
“We have no Rolls Royce equip- 
ment here.’ He pointed out that 
all offices have movable partitions, 
to help the offices change with the 
times. In a recent instance, one 


department was becoming crowded 
with additional emplovees. Their 


The reception room of SKF's foreign 
division has curtains and modernistic 
lounge, a departure from the typical 
company office. Room is used to wel 
come dignitaries from abroad and as 
temporary office for officials from 


SKF foreign branches or distributors 


neighbors on the other side of the 
movable partition had more room 
than they needed. The office opera- 
tions department solved the prob- 
lem by simply moving the wall 
partition back a few feet. 

Utility is the rule in these of- 
fices. There are only two excep 
tions. In the foreign division, a 
special reception room for digni- 
taries from abroad has upholstered 
furniture with modern plywood 
frames, and curtains to allow 
privacy. The room is also used by 
officers of the foreign branches 
during their periodic visits to the 
home office. The research and de- 
velopment division, likewise, has a 
reception room which contrasts 
with the functional motif of the 
offices. It contains leather-covered 
lounge furniture. Not strictly in 
the “office” category are the ladies’ 
lounges, which also have lounge 
furniture and rugs 

To keep pace with the modern 
building it has occupied since 1948 
SKF made use of the latest office 
equipment. For the special needs 
of lawyers, buyers, and copy 
writers who require more privacy 
than is afforded in a general office 
area, SKF has installed L-units 
For its dictation, the companys 
uses modern equipment of various 
types: Dictating machines. tape 
and wire recorders. Both metal and 
wood desks are in use, although 
the former are gradually replacing 
the older wood models. The com- 
pany uses more than 200 manual 
and several electric typewriters 
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Christmas used to take banks for a sleigh ride 


Christmas comes but once a year to most people but with 
a bank offering its depositors a Christmas savings plan it’s a 
year-round business 

Valuable to a bank as a source of new business, a savings 
plan often was more trouble than it was worth. Clerical and 
accounting costs mounted, customers had to wait in long 
queues for special tellers, tempers were strained on both sides 
of the teller’s wicket 

Then McBee entered the picture with pre-punched 
Keysort coupons to be used as deposit slips 

Today, banks using Keysort need no special tellers, no 
stamp inventory accounting and pasting, no passbook posting. 
There are no waiting line delays for customers, no frayed 
nerves for tellers. Accounting requires merely sorting, count- 
ing and filing the Keysort slips 

In using Keysort, banks are taking a cue from the record- 


- 
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keeping procedures of modern industry 

For industrial executives everywhere have discovered that 
Keysort cards and machines, applied to such knotty problems 
as production scheduling, payroll and labor costing, provide 
accurate and timely management sapere at less cost than 
with any other system. More than 2,000 plants Gopend upon 
Keysort for their payrolls and labor cost reports! 

Keysort is a punched-card method that requires no special 
personnel, no costly installation. And because the Keysort 
card is retained as the original record, costly copying and 
recopying time is saved — errors in transcription are avoided 

Just as banks have discovered, there's probably an important 
records job in your business that Keysort can do better, 
quicker and at lower cost 

The McBee man near you ts trained to tell you frankly 
whether Keysort can do the job. Ask him to drop in. Or write us 


THE McBEE 


Sole Manufacturer of Keysort— 
Mee : Q The Marginally Punched Card 
U. 295 Madison Ave., New York 17. 


Offices in principal cities 
The McBee Company, Limited, 
it "ermondsey Road, Toranto 13 
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President George Friedland uses a custom-made desk that has a raised glass 
working area, with plenty of space underneath for papers or other documents 


Fy 


The president has a conference table in the other end of his office (above) 
The executive vice president uses desk (below) made by Frank Scerbo & Sons 


Executive offices at Food 
Fair Stores are designed for 
special needs, and general 
offices are equally efficient. 
The company has a policy 
about office equipment to 
give almost every employee 
a machine for her desk. It is 
a policy that saves money 


XECUTIVES at Food Fair 

Stores, Inc., Philadelphia, have 
a philosophy about office equip- 
ment that might well make some 
businessmen sit back in surprise. 
That philosophy is that investing 
heavily in office machines saves 
money, in the long run, through 
increased production by employees. 

As an illustration, Food Fair 
will provide three adding machines 
for three girls, even though the 
girls may not use them all the 
time. It is better to have them 
when needed, Food Fair maintains, 
than have girls lose time running 
back and forth to one machine. 

This philosophy is quickly evi- 
dent to any visitor to the Food 
Fair offices. Almost all of the 
desks in the general offices have 
at least one machine on them, 
though they may not necessarily 
be used all day. 

The idea of providing the right 
tools for office employees is ex- 
pressed in other ways. Food Fair, 
for example, thought new metal 
desks would be ideal for its gen- 
eral offices, so 100 new metal 
Crestline models were installed. 
These will be tried out for some 
time and, if satisfactory, will 
eventually replace all others in the 
offices. 

Food Fair has two separate 
tabulating departments, one for 
accounting and employment-per- 
sonnel functions, and for 
warehouse and store operations. 
The key punches are in a separate 
room from the tabulating ma- 
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TRACER LIGHTS REVEAL SAVINGS 
IN FORMS-WRITING COSTS! 


AMERICAN LITHOFOLD PLANNED BUSINESS FORMS eliminate 
unnecessary motions...wasted seconds...as proved in dramatic “tracer light” motion 
studies. Savings run as high as 28% — the equivalent of 2 extra hours of productive 
work per day for each girl! Get the facts on how American Lithofold can cut your 
forms-writing costs! FILL OUT AND MAIL THIS COUPON NOW! 


REVEALING 4-STEP ANALYSIS _ 

‘YOURS, WITHOUT OBLIGATION 
ad us som 

in the — 

Compony Nome — 

address 
City 

Signoture 
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chines, thus cutting down the noise 
both groups would otherwise be 


forced to endure 
More than 200,000 
paper are handled by Food Fair's 


pleces of 


200) office employees every week 
and much of the order handling in 
pulling prepunched cards 
from tub files 

These files, however, are sched 
uled to be replaced by accounting 
machines that will do the same 
work in a fraction of the time now 


volves 


required 

Food Fair's general offices have 
a streamlined working arrange 
ment, and the executive offices 
tow, leave little to be desired. The 
president, for example, has a cus 
tom-made desk with a glass top 
suspended several inches above the 
wooden desk top. The glass top can 
be used for the working area, 
while the space underneath will 
hold papers. Fach of the major ex 
ecutive offices has conference 
table in it, and when gatherings 
are too large to be held around the 
desk, the group merely moves over 
a few feet to the conference table 

Food Fair operates more than 
150 supermarkets in 6 states, The 
company bought its present build- 
ing in Philadelphia in 1938, when 
its yearly sales were $18 million 
Today, sales are running at the 
annual rate of better than $270 
million 


Alcoholics 


HIS hangever can 


not be blamed on your mother's 
pampering you 30 years ago, not 
can the unresisted urge to have a 
few too many drinks once in a 
while be attributed to the fact that 
as a child you were misunderstood 
or domineered by your father,” de 
clares the American 
Men's Research Foundation 

Three 
the Foundation reports, “Dr. Ed 
win H. Sutherland of Indiana 
University; Dr. H. G. Schroedet 
Menard, Illinois; and Dr. C. L 
Tordella of Indiana; after weigh 
ing the results achieved by 37 dif 
ferent investigations of personality 
traits involved in aleoholism, con 
cluded, ‘Any kind of personality 
extrovert 


Business 


recognized scientists 


happy, sad introvert 
can become an alcoholic 
The findings of these scientists 
are that tests have not demon 
strated that originally alcoholics 
differed from non-alcoholics 
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The new four-color board at Railway Express is made of Formica, and the light 
green color of the center section is extremely easy on the eyes of dispatchers 


Color Board Ups Efficiency 


NEW four-color traffic control 
board recently installed in the 

Chicago office of Railway Express 
Agency, Ine is expected to in- 
crease efficiency in handling trac- 
tors and trailers in the downtown 
area 

The control board is currently 
being used to keep track of 145 
tractors and more’ than 500 
trailers, but it can be expanded to 
take care of 250 tractors and 
1,000 trailers 

The board has more than 6,700 
holes which are filled, as the oc- 
casion demands, with copper peg 
buttons marked with the actual 
tractor or trailer number. Various 
colored collars can be slipped on 
the buttons to indicate different 
sized trailers 

The new board is the heart of 
the Railway Express transporta- 
tion setup in Chicago. It replaces 
a black colored board that used a 
complicated card-filing system to 
control the company’s tractors and 
trailers 

The center panel of the new 
board, which lists all express 
facilities in the downtown area 
permits a dispatcher to trace 
trailers. whether empty, loaded, 
or in the process of being loaded 
during a 4-hour period. The dis- 
patcher has at his finger tips all 


information on trailers and trac- 
tors, and he can tell, within 5 
minutes, when a trailer is due to 
arrive at a destination. 

Across the center board are four 
zones, each equivalent to an hour's 
time, which are further divided 
into 5-minute sections. When a 
tractor or trailer is delayed for any 
special reason, a celluloid colored 
ring is slipped over the proper but- 
ton to indicate the amount of time 
the vehicle has been delayed. 
Other collars are used to show the 
type of freight: White for perish- 
able; red for regular; and green 
for special, heavy, or bulky items. 

There are panels on either side 
of the center board. The right 
panel lists all the large buildings 
and companies that require 1 to 10 
trailers each day. On the top of 
this wing are indoor and outdoor 
temperature indicators, used par- 
ticularly in winter when icy roads 
might slow up movements. 

The left panel lists all delivery 
points and special divisions such as 
air express, and controls move- 
ments for these points. Duplicate 
telephone intercommunica- 
tions equipment makes it possible 
for two dispatchers to operate the 
control board during rush hours, 
but one dispatcher can handle the 
entire board at other times. 
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A really big difference 
in continuous typing! 


Standard’s New Automatic Line Finder 
makes “vertical tabbing” automatic! 


Can you imagine typing invoices on a typewriter with 
no tabular arrangement to stop the carriage horizon- 
tally at the proper positions? Hardly! 

But what about vertical “tabulating’” Do your typ- 
ists and machine operators have to bang away at the 
carriage return, or wind the platen knob, to advance 
contunuous forms to the next writing space or to 


starta new form?’ There's no need for this loss of me! 


Standard Register’s Automatic Line Finder 
acts as a ‘‘vertical tabulator’’ 


With Standard Register’s exclusive Automatic Line 
Finder and Kant-Slip continuous forms, the operator 


simply pulls the lever and the forms automatically 
advance to the next predetermined writing line. She 
doesn't even need to look at the form she can keep 
typing, knowing the form is in the proper position 
for the next typewritten entry. 
The time saved is enormous the average operator 
runs nearly 2 miles of forms through a business ma 
chine a year, one-sixth of an inch at a time! The Line 
Finder does much of the job for her automatically 
cuts interruptions, lessens fatigue. It makes continuous 
operation possible! For more facts, phone Standard 
Register in your city. Or write us at 606 Campbell St., 


Dayton 1, Ohio 


STANDARD REGISTER 
Labor-Saving Business Forms and Devices 


ORIGINATORS OF 
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Are Your Branch Managers Reading ‘‘American Business’’? 


Every month AMERICAN BUSINESS tells its readers about modern office operation by 
showing them how other companies save money and get more done through better 
methods Your branch offices will find these reports readily adaptable to their operation 
Send us the names of your branch managers now so they can benefit from AMERICAN 
BUSINESS reports on latest management methods. Attach eatra sheet for additional names 


AMERICAN BUSINESS MAGAZINE 


NAME TITLE 


Here Is Selling 


I called the nearest Custom 
Shirt Shop, and told the man who 
answered the telephone of my) 
predicament 

“Your worries are over. Bring it 
in. I will repair it, then have it 
laundered for you. 

How do you reward such good 
service and courtesy? Buy some 
thing. I did three new shirts. And 
that’s a few dollars Custom Shops 
would never have seen had it not 
heen for a good-humored sales 
man, willing to go a little out of 
the way to serve a customer. The 
salesman's name appearing on the 
sales slip is A. E. Leine. Good 
work Mr. Leine. 

| Business needs to remember that 
Stock Up and } it is usually painful to spend 
| money. None of us in our right 
minds want to spend more than we 


Save on need to. Women may like to spend 


money, but they want to spend it 


carefully. At any rate, spending 

WORK ] NG money is, to most people, including 
this witness, somewhat painful. 
PAPER Yet so many places, which must 
die or survive by reason of their 

ability to induce people to buy, 
DURING THE seem to consider it a favor to take 


your money. This is the wrong at- 


| titude. It is necessary to make 
| spending as pleasant as possible to 


really get good sales volume. 


COMPANY 

ADDRESS 

city STATE 

2 yeors $700 |! year $400 
Enclosed Bill later 

(Add $100 for | year, of 

$2.00 for 2 years, for postage 

outside U.S and Canada) 


Please Bill 
SENDER 
ADDRESS 
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All America seems to be going 


ee 
Buying Poo toward a more informal style of 


living. We dress informally; we 

May | to July 31 | wear sports clothing in places 

where only a few years ago it was 

frowned upon, Yet there are 

volume discount on finest quality work plenty of places, including some of 

ing paper by pooling your order with the very greatest insurance com- 

thousands of others during this big panies and banks, some of the big 

annual, money-saving event railroads, and other big service 

44 aviine sivces : Whether you need 30 pads or 3000 companies, where they are so 

7 sneer Sizes. it will pay you to anticipate your entire formal and stuffy it is little less 

: a4 year’s needs and save money on every pad than tedious to do business with 
Top or Side Bind . fe Your order, placed before July 31. will be them. 

delivered prepaid betore October 15 It is necessary to train people to 

Heavy, non-curling bond paper Pen ruled be courteous, and to give that little 

lines uniformly spaced Non-fading ink bit of extra service which makes 

customers want to return and 

spend more money. That's the 


Order for the entire year! You get a 


Send coupon below four Hadley 1952 “Buying Pool” price list 


Use The Coupes the Sevens crux of the whole business of run- 

ning a successful enterprise. Treat 

8 Charles ® Hodiey Company. Dep! 9 people so well they want to return 
330 North Los Angeles Street, Los Angeles 12 Calif 
and spend more money. 

To train people to give that ex- 
tra bit of courtesy, that extra 
smile, the extra bit of attention 
that flatters and pleases even the 
toughest customer, is not easy. It 
requires example, lecture, instruc- 


Please mail me your 1952 Buying Poo! Working 
Poper price list 
Chertes Hoadley Company 


Nome 
Ma Address 


City Zone Stote 


(Just pen this coupon to your letterhead 


AMERICAN BUSINESS 


| 
i Coatinned from page 9 
a4 
\ 
\ 
he a 
10 


When you seek 


modern business 


efficiency, see the dealer who features 


You can decrease personnel turnover, simplify office work-flow and in- 
crease employee morale through Steelcase office engineering. Your Steel- 
case dealer will show you how modern office furnishings, tailored to the 
job, will increase efficiency, speed the work of your entire office system 
He will save you time, money and valuable space. Comfort ible, con- 
venient Steelcase furnishings combine smart, modern appearance (a wide 
range of colors, new metallic finishes, matching upholstery and tops) 
with the economy of standardized, interchangeable parts Why not con- 
sult your Steelcase dealer today and see how economically you can have 
a completely modernized office 


section of your telephone directory. 


For new ideas in office planning, write for ‘Tooling Up Your Office’’ STEEe 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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tion, demonstration. It demands 
meetings and patience. The job is 
never done. And here is the key- 
note: Waitresses, clerks, salesmen, 
correspondents, tellers, and others 
simply will not treat customers 
much more courteously than they 
are treated by their supervisors 
and executives. 

I recently made a mild com- 
plaint to the night manager of a 
hotel; the telephone operator had 
forgotten to call me. I nearly 
missed a train. When told of the 
incident, the manager said, “Wait 
till I get her—-damn her good-for- 
nothing hide. I'll make her get on 
her horse or get the hell out of 
here!” 

“Forget it,” I said. “If she has 
to take that kind of abuse from 
you, no wonder she forgets to call 
the customers.” 


If has got you down 


4 Build Skill by 


Relax ol boy, enjoy yourself 


» 
DENOMINATOR’S your best bet! Training 
! ; That's right! *Product Sales Analysis by color, size, style, etc., is a snap 
4 when you use the ingeniously designed, easy-to-operate and modestly (Continued from page 13 
| priced DENOMINATOR. 
4 Don't rely on old-fashioned, time ing and cumbersome meth- ee of preparing = oo 
tially promotable executive for a 
ods. Do your Product Sales Analysis faster, easier and more accurately bigger job in the organization. 
with the PSA DENOMINATOR. Here are the chief factors in the 
over-all program: 
| ‘or i informat without obligation, write Dept. 5-AB. 
h bli . it D 5 AB 
Manpower Inventory and 
i 3 Retirement Charts 
THE Denominator NC. 
new voe This inventory and the retire- 
ment charts have the effect of get- 
: ting the score marked up on the 
q Manufacturers of Tabulating Machines for over board. It is, so to speak, something 
i akin to an army morning report 
. _ Which, after deducting the ill, ab- 
sent, on leave, special duty men, 
- finally comes up with the net num- 
ber of men available for action. 
Where to Eat These manpower and_ inventory 
charts show whether there is a 
The Pocket-Size Guide to “backstop” available for each 
America's Favorite Restaurants 
Selected by the votes of 100,000 businessmen Management Development 
; newspapermen, gourmets, and others who know Conference Series 
‘: their way around, WHERE TO EAT lists over two About 400 persons participated 
* thousand of the best eating places in America. A in these conferences. which were 
special feature is a separate listing of the fifty conducted by an experienced con- 
most popular restaurants in the country ference leader. The president and 
his staff of company vice presi- 
Send $1.75 direct to the publisher for a copy postpaid by return mail dents participated in the confer- 
{ : 7 ences. The purpose was to broaden 
a THE DARTNELL CORPORATION, 4660 Ravenswood Avenue, Chicago 40, Illino's the thinking and planning and 
vision of those who attended. 
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Finds New Use 
For Recorder 


HE foresight of a Chicago busi- 

nessman, who saw unlimited 
possibilities for new dictation 
methods, has rewarded him with 
greater income and an increased 
time budget 

Benedict Kruse, a partner and 
director of Frank Associates, 
Chicago, commercial photography 
and news service, has found that 
by using a wire recorder to record 
picture and story ideas while driv- 
ing between assignments, he saves 
valuable time and is increasing his 
income by at least one-third. 

“It is at these intervals,” Mr. 
Kruse says, “when the subject 
matter is still fresh in my mind, 
that the best ideas are likely to 
occur to me. By recording my 
ideas on stories while driving, I 
felt I could save a lot of time. 
This, in turn, was bound to result 
in more time to gather information 
for additional stories —or, in busi- 
ness terms, greater income.” 

Mr. Kruse, who travels 30,000 
miles a year in a 14-state terri- 
tory, found to his delight that on 
his first trip with his Webster- 
Chicago wire recorder, he in- 
creased his writing productivity by 
as much as 1,000 words a day. The 
extra work made possible through 
the use of the wire recorder more 
than offset the initial cost within 
the first 2 weeks of its use. 


The Chicago man found his wire Conferences come ; 
recorder of equal value at stop- 
in different sizes 


over points. “Very often I arrive & 
at a hotel late in the evening,” he ogee o-> 
says, “at an hour when I would . S. = 
create a disturbance if I used a Si ones 
typewriter. With my recording ma- 
chine, I can relax, talk in a low 
tone, and get in many hours of 
extra work a week.” 
The wire recorder, which fits 
conveniently on the front seat of 
Mr. Kruse’s car, drawing current 
through a converter that plugs in- 
to the car's cigar lighter, has also 
proved itself invaluable as a per- 
manent office tool for the writer. 
Instead of it being necessary for 
him to type rough drafts of cor- 
respondence and copy when he 
comes back late to the office after 
an assignment, he simply dictates 
his material on the wire recorder 
and leaves it to be transcribed the 
next day. 
Mr. Kruse is a former writer 
for the United Nations Bureau of 
the New York Times. 
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Typical subjects were: “The Ob- 
jectives of the Business,” “Basic 
Economics,” and ‘The Individual's 
Place in the Organization.” 


Consultative Management 


Bigelow-Sanford’'s management 

aaa ? is a firm believer in the idea of 

That's why it's first choice consultative management. Some- 

— times this is called multiple man- 

for safety, strength—for efficiency, economy agement by other companion, such 

as the famed McCormick & Co., 

Inc., of Baltimore. The manage- 

ment feels that if the supervisory 

employees have some part in mak- 

ing policy or decisions, they will 

perform their duties with greater 
interest. 

This plan consists of a council 
made up of superintendents, which 
corresponds to a_ senior board. 
Then there is an assembly made 
up of overseers and supervisors, 
which may be likened to a junior 
board. Both these boards exist in 
each of the major plants. Both the 
council and assembly study vari- 
ous problems and recommend 
necessary action without making 
policy, but their suggestions fre- 
quently result in new policies or 
revisions of policy. 

The company is well pleased 
with the training these’ two 
groups have acquired in manage- 
ment problems, and results show 
that a number of men have been 
prepared for bigger jobs. 


If you're looking for a 
stand to safely hold and 
protect your costly office 
machines, buy ‘Tiffany. 
You'll find Tiffany stands 
every test... it's the one 
stand that is precision- 
built to provide a safe 
foundation for practi- 
cally every type and 
kind of portable office 
machine, 

A Tiffany Stand, with its 
many safe, silent, strong 
features, lasts longer... 
actually costs less per 
year of service. 


Management Trainee Program 


Assistants and “assistants to 
executives” are selected for special 
"S-Biller” trainee positions which require a 

year’s intensive training. In addi- 

At Better Stores .. tion to these two groups the com- 


any carefully selects graduates of 
POPLAR BLUFF, MissOuRI Write for Literature 


leading colleges and universities. 
Certain graduates selected 
with the idea that they will end 
up in personnel, others in en- 
=| gineering. and others in some 
| phase of manufacturing. But all 
The Dartnell Sales Mana er’s Handbook | trainees receive a year of intensive 

g | training in all phases of company 
| operation, to give each man a 
Forty-eight sections—1,150 pages—covering every detail of =| = broad concept of the company’s 
| business. 

Three weeks are spent in the 
New York office. A series of plain 
| talks, at meetings with mem- 
ll} bers of management groups, briefs 
the trainees on the functions of 
each executive. Ample time is al- 
lotted at each meeting for any 
questions. 

Next phase of the program is 


| 6 months spent at the Thompson- 

THE DARTNELL CORPORATION ville plant, followed by 4 months 

4660 Ravenswood Avenue Chicago 40, Illinois =|) at the Amsterdam plant. Small 
————— groups of trainees observe and 


operating a sales department. It will provide the answers to | 
your questions on sales 
policy and sales super- 
vision. Price $10.00, 
plus postage 
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Record System 
Ups Income 


ITHOUT a steady increase in 

membership and income, any 
service group would have trouble 
surviving. That is why the Cin- 
cinnati Chamber of Commerce 
maintains such an organized file 
of regular members as well as 
prospective members. 

The filing system, of course, 
supplements the Chamber's pro- 
fessional sales approach and the 
work of the membership commit- 
tee. The combination of the human 
effort, recorded facts on prog- 
ress, and results of the “sales” ap- 
proach have produced very favor- 
able results. The group’s member- 
ship has been trebled in 5 years’ 
time, and turnover has been kept 
at a minimum. 

The same Kardex filing system 
serves the group's fieldmen. A 
by 8-inch card is used to 
note chronologically the record of 
membership, plus support and spe- 
cial service requested ren- 
dered. Each fieldman uses a dif- 
ferent colored signal designating 
that he is soliciting a particular 
prospect. 

A black signal placed close to 
the right-hand margin is used to 
signal a membership, and a blue 
signal indicates supplemental sup- 
port is received. An important fea- 
ture of the Remington Rand filing 
system is the adaptability to long- 
hand notations, allowing a chrono- 
logical record without removal of 
the card from the file. 

This arrangement allows per- 
sonal attention to progress reports 
and offers frequent opportunity 
for suggestions regarding follow- 
up. In some cases, items of past 
history are recorded if they will 
assist future promotions and 
solicitations. 

The 5- by 8-inch card has on it 
the name of the prospect, his ad- 
dress, and telephone number. At 
the top of the card, the prospect's 
name is repeated, and his profes- 
sion is also listed. Ruled lines then 
can be filled with date of inter- 
view, subject discussed and dis- 
position, and other pertinent in- 
formation and history concerning 
the prospect. 

A weekly detailed report of 
membership changes is submitted 
to the Chamber's accounting and 
mailing departments and also to 
staff department heads. 
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gives more and sharper handwritten copies . . . 


another reason why it nee 
to use 


loped by the 
register s 

fuct. One sheet of 
hie 


SELF-RENEWING 
Ink flows back into indentations after each 
write. presenting fresh carbon surface 
mpregnating 
a special ink 
ws back into the pencil 
each write. This feature 
ies a self-renewing carbon surface. Only 
{ Autographic Registers enjoy this 
ty which, together with 


R rs, makes the Autographic the 
DURABLE 

One sheet outiasts a full loading of regis- 
ter fo 


nvement register for handwritten 


ERASURE- 
PROOF 
Clear, deep-purpie 


WRITE FOR NEW FREE BOOKLET 

fully describing Duregraphic Self- Id} 
Renewing Carbon ond its many 

advantages. Or ask your Avto- 

cords graphic representative. 


BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
213 7th Street, Hoboken, New Jersey 
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Harmon Elliott 


Talking 


Win only a small proportion 
of the advertising and sales 
force employed in the address- 
ing machine field, we have built 
the Elliott Company the slow, 
Ralph Waldo Emerson way. 
You remember what he said 
about “building a better mouse- 


trap.” 


And our more than 150 pat- 
ented inventions of better ad- 
dressing machines and accessor- 
ies have enabled us to give you 
mechanical addressing equip- 


ment that is vastly superior. 


After an Elliott Addressing 
Machine has been used side by 
side with other mechanical ad- 
dressing equipment for many 
months, we receive our largest 


orders. 


In Philadelphia an eleven 
years’ comparison has just won 


for us a $200,000 order. 


In Detroit a three years’ com- 
parison just brought us an order 
for 5,000,000 more Elliott Ad- 


dress cards. 


And in Ohio a four years’ side- 
by-side comparison caused a 
large mail order company to 
decide to switch to 100°: Elliott 


Addressing equipment. 


If vou have never used type- 
writer stenciled address cards, 
you should let us send you our 
latest booklet entitled “Stencil 


Addressing from 1852 to 195 


153-R Albany Street 


Cambridge 39, Mass. 
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study the operations in carpet 
manufacturing. They operate ma- 
chines, and perform actual work 
on the production lines. Each man 
writes a report on the major de- 
partments visited 

It should be noted here that Re- 
tail Credit Company of Atlanta, 
in its training program given to 
field men at Atlanta, puts great 
stress on the reports each man is 
required to write on his training. 

Between trips to the mills, men 
are sent to retail stores for a 
3-week period of observation and 
sales training. Another important 
phase of the training program Is 
visits to other plants, manufactur- 
ing a variety of products 

Periodic progress interviews re- 
veal to management how the men 
in training are getting along, and 
also help to ascertain each man’s 
preference and aptitude for dif- 
ferent types of jobs. 

Upon completion of the pro- 
gram, the trainees are assigned to 
their jobs. This assignment Is 
made as much as possible in ac- 
cord with their expressed desires 
and can be within any division in 
the company. 

In 5 years there have been 50 
trainees and in March 1952, when 
this writer visited headquarters 
+4 were still employed by the com- 
pany. Two were washed out; four 
others left for various reasons be- 
yond the control of management. 

This seems to wipe out the al- 
most universal fear of many man- 
agement men that it does not pay 
to train young men, because so 
many of them may go to other 
iobs outside the organization 
which trained them. To keep 44 
men out of 50 who were trained 
for a year seems to indicate that 
Bigelow-Sanford stands a good 
chance of eventually showing a 
profit on the money invested in 
training these 50 men. 


The Harvard Program 


Another phase of broad- 
gauged Bigelow-Sanford procvram 
is a 3-month course, for certain 
selected members of the organiza- 
tion, at Harvard School for Ad- 
vanced Management. Men sent to 
Harvard must come from. two 
categories in the organization. 
They must be candidates for pro- 
motion, or they must have recent- 
ly been promoted. The purpose of 
this course is to broaden the per- 
spective of the executive. The 
company has found that some ex- 
ecutives, either scheduled for ad- 
ministrative jobs or recently 


promoted to such jobs as experts 
in a highly specialized field, tend 
to lack breadth. 

This experience with highly spe- 
cialized training and with spe- 
cialists corroborates the statement 
made early in this series by Gen- 
eral Electric's president, Ralph J. 
Cordiner, about specialists. He 
said that unless specialists are 
given this broader training, it is 
necessary to call meetings for 
every decision. 

Apparently this is the experience 
of Bigelow-Sanford, and one of 
this company’s solutions to the 
problem is the 3 months at Har- 
vard. The company also encourages 
executives to break away from 
their desks and routine tasks to 
attend management conferences 
Such meetings give executives a 
chance to exchange ideas and to 
think “above” their jobs. 


Executive Luncheon Group 


The Management Conference 
Program mentioned in an earlier 
paragraph brought up so many in- 
teresting subjects that various de- 
partment heads voluntarily de- 
cided to hold monthly luncheon 
meetings without company spon- 
sorship, and with purely volunteer 
membership. The purpose of these 
monthly luncheons is to become 
better acquainted with fellow ex- 
ecutives, to learn more about com- 
pany plans and operations, and to 
acquire greater knowledge of im- 
portant, but non-routine, subjects 
such as taxation, economics, busi- 
ness cycles, and the company’s 
financial operations. 

The company is frank to state 
that measuring the value of these 
conferences in dollars and cents is 
difficult, but considerable enthu- 
siasm has been expressed by the 
men, and it is believed to be an 
excellent idea. 

It seems that the Bigelow-San- 
ford program may be successful 
in eliminating the eternal “my de- 
partment” complex which so many 
management men at the depart- 
ment level seem to acquire. They 
become so tangled up in their own 
department routine that they 
forget there are other depart- 
ments, equally important in the 
over-all operation of the business. 

Another item which seems worth 
emphasizing is the similarity of 
problems in executive development 
in many different companies. In 
one interview after another prior 
to the writing of this series, ex- 
ecutives in different companies ex- 
plained their problems in almost 
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the same words used by other men 
in other organizations. 

While each company may have 
problems peculiar to its own group 
the basic problems are surprising- 
ly similar, and the solution found 
by Bigelow-Sanford may prove to 
be valuable to many other com- 
panies in wholly different lines of 
business. 


Hourly Output 
Almost Doubles 


‘Continued from page 15 


and the employees knew they 
were capable of producing in 
much greater volume, but instead, 
productivity was declining. And 
wage increases brought no im- 
provement in conditions. 

The monthly profit-sharing plan 
was introduced in September 1947, 
and productivity immediately be- 
gan to climb. It has continued to 
do so except in slack business 
periods. 

As summarized in the union 
contract, this plan provides that: 

“All production over 10 per cent 
of the profit on sales per month 
will be divided with hourly rated 
employees on a 50-50 basis as 
follows: Fifty per cent retained by 
the company, and 50 per cent paid 
to hourly rated employees in the 
ratio that the total number of 
hours worked during each month, 
including overtime, by each em- 
ployee bears to the total of such 
hours for all employees (this 
means that all hourly rated em- 
ployees will receive the same 
hourly rate of payment). 

“Payment of this sum, if any, 
will be made as soon after the first 
of each month as the computation 
can be made by the controller of 
the company. 

“It is the intent of this plan to 
retain for the company a minimum 
of 10 per cent of the profit on an- 
nual sales, because this is the 
minimum on which the company 
can successfully operate; there- 
fore, if in any month profits are 
less than 10 per cent, this amount 
will be made up in succeeding 
months before distributing profits 
to employees.” 

Bonuses were 
months of 1948, in 


omitted in 2 
10 months of 
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More workers 
without more space 


EXPANDING OFFICE operations pose problems 
of personnel, space and office arrangement, 
the problems G W TECHNIPLAN 
complete modular office equipment 
signed to solve. 
BASIC “L" UNIT 
normal working surface and facilities within 


original 


is de- 


saves space by providing 
a compact station 

ANY DESIRED ARRANGEMENT Of work stations is 
possible. Techniplan standard units are in- 
terlocking and interchangeable. The precise 
working facilities required for any job are 
made available. 

DESIRED privacy is provided by standard par- 
titions, of wood and glass, or all wood, in 
terlocked with Techniplan equipment, and 
readily rearranged for changing needs 
SMART, MODERN appearance is assured by the 
handsome dignity of Techniplan design, ex- 
pressed in clean lines and rich wood grains 
finished in walnut, ideal for private offices 
GET THE FACTS—use the convenient check list 
request for prompt action 

MORE THAN 4000 wavs to better business orig- 
inate with Globe-Wernicke, are sold and 
serviced by dependable G’W dealers who 
are easily found in your 
directory—listed under “Office Equipment.” 


classified ‘phone 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


Technip! 
verse of main illustration) promotes 
worker efficiency. 


Series of separate office creas with 
standard partitions for privacy. 


CHECK this LIST for 
wanted information— 
promptly furnished : 

[_] TECHNIPLAN Focts 

[-] Modern Filing Methods 

Visible Record Facts 

(_} Special BIG Popers System 

Check above, attach 
to your letterhead— 
and MAIL—TODAY! 


Cincinnati 12, Ohio 


as sistent 
| ‘a Va 
\ 
GLOBE-WERNICKE 
| 
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Just rent our 
Statistical Dept. 


by the hour! 


No need for important operating 
figures to get log-jammed in your 


offices 


let us compile and analyze your 
figures for you on _ high-speed 
punched card machines. This will 
save you money too, since you 
will be paying only for the time 


it takes to do your work 


We can do your sales analyses, 
price studies, expense distributions 

practically any kind of ac- 
counting or statistical tabulations 


Why not get further details now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO @ BOSTON DETROIT 
MONTREAL e@ TORONTO 
100 Sixth Ave, New York #3, WN. Y. 
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1949, and in 1 month of 1950 be- 
cause the company failed to earn 
more than 10 per cent. Mr. Miel 
said the employees knew and un- 
derstood this, and they made no 
complaint. Bonuses have been paid 
each month since February 1950. 

Alfred Bogaert, chief steward of 
the union local, has discussed the 
subject from the employees’ view- 
point at several profit-sharing con- 
ferences. In one such talk, made in 
November 1951, he said, among 
other things 

“We like our profit-sharing plan 
for two reasons. First, we like the 
extra money just like anybody 
would, Second, we feel that nobody 
is dishing out birthday presents. 
We are earning that money just 
as much as the other guy. 

“That takes a little explaining. 
It comes down to the business of 
what our employer gets out of 
profit sharing. If we don’t think 
it’s charity, just how do we make 
the part that we divvy up? 

“We know that production is up. 
That is both the result of profit 
sharing and the reason for the 
profits. If we did not produce, the 
company would not end up with 
profits. If there wasn't any profit 
sharing, we would not feel that we 
had as much reason to produce. 

“But our better production § is 
not a speed-up in our plant. Any- 
body who hurries in our kind of 
work might spoil a job or go home 
with a bad burn. Our production 
comes from other factors. 

“The first is what I'll call in- 
terest. It's the business of getting 
suggestions from the men _ for 
better ways of doing things. May- 
be it’s an idea of how to move 
work around the plant, or an 
easier way to feed work into the 
furnace. A lot of these ideas pay 
off in more production not as 
a result of more, or faster, work. 

“Another factor is cooperation. 
This is a welder coming when he's 
called to repair something, or one 
guy giving a hand to help some- 
body get a job through. That adds 
to production, too, 

“Let's call the next willingness. 
The time sheets show that. Last 
month some men put in close to 
300 hours. The average was around 
250 hours. Now, time-and-a-half 
and double-time is good to have, 
but figure how many week ends 
250 to 300 hours use up. Our con- 
tract says we don't have to work 
overtime, but when we get extra 
shares of the split for those hours, 
that’s even better than plain over- 
time pay. 

“When it comes to gripes and 


grievances, I think there is a better 
picture, too. The men have fewer 
big problems than I can remember 
a few years ago. When we sit 
down with the men in the front 
offices, we settle things easier, too. 
We're working for the same thing. 

“One thing that can make profit 
sharing work better is to let the 
men know in good plain English 
how it works.” 

The company makes no effort to 
stimulate production by means of 
posters or other reminders that the 
men share the profits. They know 
that. Nor does management ever 
hint that it is giving the employees 
anything. They earn what they 
get, and they know that, too. 

Employees have a voice in hir- 
ing new men. First, all applicants 
for jobs are recommended by em- 
ployees; second, employees will 
not agree to take on more men 
unless they are needed, because to 
do so would reduce their own 
profits; and third, they take a per- 
sonal interest in seeing that any 
probationary employee fits in with 
the team and is a desirable addi- 
tion. New employees are on proba- 
tion for 90 days, and if they don't 
measure up to the high standards 
of the men themselves, they don't 
remain longer. New men begin to 
share in the profits after the first 
30 days, though. Employees are 
credited with 40 hours a week in 
sharing profits while on vacation. 

To say that the company has a 
long waiting list of capable men 
who would like to become em- 
ployees would be to state the 
obvious. 

Mr. Miel said that as a result of 
increased productivity ef- 
ficiency, the company has not 
raised prices since profit sharing 
became effective. On the contrary, 
it has reduced prices on some 
operations. 


New Offices 


HE International Minerals & 

Chemical Corporation's new 
offices at Bartow, Fla., are attract- 
ing attention because of a scien- 
tific layout in an ultramodern 
setting. Installation was made by 
Tyler's Office Supply, Inc., Winter 
Haven, Fla. Equipment includes 
steel desks and files by The Globe- 
Wernicke Company. Several of the 
12 private offices are equipped with 
conference-style steel desks made 
by the same company. 


AMERICAN BUSINESS 


Need reports 
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Liability 
Insurance In 4 cases out of 5 
erent your photocopy machine will cut 


struction by fire. The claimants manual transcription costs 


filed attachment suits against the 
recovery of the corporation on this ; 
tire loss to the contents, and of Your photocopy machine is designed to copy any 
course the liability insurance it- document or record which is now being tran- 
self was available. The press re- mA scribed manually in your office. And—in 4 cases 
ports were to the effect that the out of 5—it will do the job for a fraction of the 
claimants collected much less than : t dal ith 100% 
10 cents on the dollar, and of WH ~ 
Double-check your 


course the corporation was totally 
bankrupt. The net loss to the routines now—compare 


stockholders was in excess of : “(oe costs: You can greatly 
$230,000, and again their liability : — — reduce costly menval 
insurance was worthless from the 
viewpoint of the stockholders. P PY 

The information we have seen checking . . . and mis- 
is to the effect that a large Mid- ; » takes—all at once — 
west hotel fire approximately z simply by putting 
exhausted a comparatively high your photocopy ma- 
limit of liability insurance. Of ae! chine to work on a “full- 
legal aid to the hotel corporation .. er 
in this case was the fact that a time — 
number of deaths occurred, and 
there happened to be a statutory : 
limit for wrongful death of some For the best photocopies, use 

Kodagraph Contact Paper 


$10,000 each. The claims that 


generally cause the most difficulty This new paper is made by 
are those of serious injuries that Kodak for wee in all of 


are also of a more or less per- 
manent type. contact photocopiers. it re- 


The same principles would have produces all documents in 
applied to the catastrophic circus dense photographic blacks, 
tent fire in the East a few years clean whites . . . with new spar- 
back. Another example is the kle and legibility. And it’s eas- 
heavy loss of life and bodily in- , Lit ; 

ier, more economical to use— 
juries in a night club fire in the . 
East. 

Of very recent notice was the 
collapse of the bleacher seats at ...and see for yourself. 
an Eastern ice show. 


There have been numerous losses 
over the years in which heavy loss [Xodagraph Comae? [Paper 
of life and bodily injury occurred 
through theater fires or other ac- “‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 
cidents therein. 

These cited cases are of the class 
that only a few businessmen en- ‘ 
counter. On the other hand, the Mail coupon : , EASTMAN KODAK COMPANY 

for Industrial Photographic Division 


same thing can happen to a mer- rat ik 
chant, and particularly at some free booklet | \AE WA Rochester 4, N. Y. 


busy season such as the Christ- Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 

‘ uction ... your hew, Tree yiving fu il dagraph ntact aper 
more or less packed with people. 
Under those circumstances, it is 
not nice to contemplate the result Department 
of even a minor fire or explosion Company 
that, in turn, might cause a panic oe P 
among the mothers and_ their K 
children. Again, a minor fire or City Koda 
explosion on a lower floor could Zone _ tata 
create a panic among the visitors 
on floors above. 


no more split-second timing or 
trial-and-error testing. Order it 
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RUGGED is the best word 


for this sturdy office desk! 


The Commerce Line is designed for hard service, ruggedly con- 
structed of well-seasoned oak. In spite of its modest price, the 
Commerce includes many time-saving, work-saving features found 
only in much more expensive desks 


for example, tront legs are recessed for added comfort, typewriter is held in 
special work saver compartment and metal drawer pulls are used throughout 


Visit your nearest Imperial dealer today and ask to see the economical 
Commerce line 


Need More Space? 


Impertal’e Office Plan 

cing Guide will help 

roo “fad” tt. Write 
omplete kit EVANSVILLE 7, INDIAWA 

lan, eut-outs 

decorating advice 

and mame of nearest 

dealer 


REDUCED 
OFFICE 
costs 
by using 
Evane GATHERING RACKS 


1! you ve fiqured the collating in your office in terms 

of personnel time and money—-you |! wait no longer 

GUARANTEED: to install one or more Evans GATHERING RACKS. Then 
: your collating will be done in half the time and ot 

Evans GATHERING RACKS ore holf of its former cost 

quoranteed to produce quicker 

and more accurate results than One unskilled worker quickly and easily collates 3,500 


any other collating aid on the sheets on hour, sifting or standing 


morte! 
or | aluminum, each section holds 500 sheets of 


any size paper ot inclined angle. For large gatherings 


PICTURED: 


18 Section TU Mode! at $2500 setting aside when not in use. Thousands of offices 


use two or more racks together, Racks collapse for 


? other Models. $11.00 to $16.50 use them daily 


See Your Dealer or Write: Evans Specialty Co., Inc, 405 N. Munford St., Richmond 20, Va. 


The collision of the Chicago 
street car with the oil truck il- 
lustrates the destructive possibility 
of comparatively common vehicles. 

It will take little imagination on 
the part of anyone to think of the 
dire consequences of even a colli- 
sion between a private passenget 
type of automobile and one of 
these modern public school busses 
Consider the personal injury 
claims that could follow the per- 
manent injury to a number of 
these children; their life expect- 
ancy might be upward of 60 years. 

Aside these potential 
hodily injury and death claims of 
the catastrophe class, the same 
formidable problem applies to 
damage to others’ property. 

The operator of a truck was re- 
sponsible for damage far beyond 
his insurance limits when the truck 
broke a hydrant near a depart- 
ment store and the entire base- 
ment was flooded from the hy- 
drant. In another case, the opera- 
tor of a vehicle was unfortunate 
enough to collide with a_ truck 
carrying silks and satins valued 
far in excess of $50,000. 

Only a very few years back, a 
pottery truck collided with a pas- 
senger train near Chicago. The 
locomotive and several cars were 
overturned, causing, of course, 
major property loss as well as 
bodily injuries. Had the accident 
occurred as the result of the 
negligence of the operator of the 
truck, it is easy to conceive that a 
small corporation could have be- 
come liable and then bankrupt as a 
result thereof. 

The many cases cited in the 
February and March issues of 
AMERICAN BUSINESS illustrate the 
impossibility of accurately fore- 
casting an adequate limit for 
property damage liability insur- 
ance under the forms of insurance 
contracts presently on the market. 

A tenant in a building with a 
large number of other tenants 
could be responsible for the de- 
struction of the entire building and 
contents, should a fire originate on 
his premises due to his negligence 
or that of his employees. Likewise, 
a similarly destructive fire origi- 
nating through his negligence 
could destroy a large segment or 
an entire business block and even 
go beyond. It should be remem- 
bered that if, through negligence, 
the corporation is liable for a 
single dollar of destruction or 
bodily injury in one of these cases, 
it is then liable for the entire 
damage that reasonably could 
have been foreseen as a result of 
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such negligence by the tenant. 

Again, reference to the January 
issue of AMERICAN BUSINESS on 
the subject of “Products Liability” 
insurance will illustrate the unpre- 
dictable extent of either bodily in- 
jury or property damage. Some 
large food and drug manufacturers 
have been faced with suits and 
claims reaching far beyond our 
idea of a catastrophe. Likewise, a 
defective machine or other product 
could be the cause of ensuing fire, 
explosion, or other far-reaching 
calamity. 

There is coming on the market 
an adequate solution for the many 
thousands of corporate manage- 
ments. The solution will be most 
effective in the small and medium 
asset group but, in turn, will have 
almost unlimited ramifications 
among the large and giant cor- 
porate structures. 


Home Office 
Handles Details 


(Continued from page 19) 


has charge of branch office finan- 
cial results, the setting of financial 
standards, and many other mis- 
ceilaneous financial matters relat- 
ing to field operations. The service 
control division records com- 
plaints, is active in service stimu- 
lation, maintains service result 
records, checks time service, and 
handles many other operating de- 
tails. The file division has charge 
of branch office files, the annual 
file maintenance program, and 
continually studies filing perform- 
ance. It also has charge of the 
mail traffic desk, and handles all 
mail movement, and branch office 
mail research. 

In the standards department, 
headed by W. C. Perry, assistant 
vice president, under the super- 
vision of Vice President Howard 
B. Harmon, there is the constant 
job of studying reporting stand- 
ards. This requires persistent 
study of results and analysis of the 
production of one office after an- 
other at regular intervals. 

The organization chart shows 
the following functions for this 
department: 

1. Establish the necessary re- 
porting standards. 
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MODERN offset is 


REcessED offset 


Users of offset duplicators have found REcessED offset 
with A. B. Dick lithograph paper plates and masters 
different in four important ways. 


ONE — longer runs with sharp definition 
TWO — easier corrections. 


THREE—more successful filing. That means 
greater fidelity in re-runs, ease in adding 
copy, changing copy and deleting copy. 


FOUR — marked superiority in resistance to 
finger prints 


For more information without obligation, 
matl the coupon below. 


DICK 


NAME 


A. B. DICK COMPANY, Dept. AB-652 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me information about REcessED Offset. 
NAME POSITION 
ORGANIZATION 


ADDRESS. 
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FINGER GUIDE 
and HOLDER 


| ACK in the 1870's and 1880's, 
the prime requisite for the most 
those of book 


was the ability to write a 


coveted positions 
keepers 
neat, round hand, with capital let 
ters and figures plentifully curlicued 


There was one ambitious young chap 
who was a fine penman, but never 
theless he lost one position after an- 
other, simply because the books in 
which he made his entries were un 
ruled and all his writing ran uphill 


So, he invented something impor 
the 
(suide and Holder, and patented it 
in the year 1884 


tant to himself first’ Finger 


PITY THE MAN! 


Had he been able to use Tarco effi 
cieney forms, he could easily have 
followed the lines and rules getting 
each figure inits exact position, with- 
out the cumbersome cross-bar holder 
and constant dippings in the ink pot 


Parco forms are the most modern 
They 


obtainable cover every size 


business every need: ledger, 
journal, payroll, tax record, balance 


sheets, ete 


Parco flexible-chain post binders are 
the last word in binders come in 
choice of three bindings and stand- 
ard size range 

Consult your Public Accountant about 


the best Forms for your Business 


TALLMAN ROBBINS & CO. 


Torco Better Binders and 


1912 
Chicago 10, Ill 


Indianapolis 


Business Forms 


Co ordinated Filing Equipment since 
310 W. Superior St 


New York Tulsa 


Konsas City 
Wichita 


Washington 


de 


2. Work out and develop new 
reporting services and rates. 
3. Review and audit various 


services to determine quality of re- 
porting service being rendered. 

1. Develop the necessary operat- 
ing procedures, systems, and forms 
needed to insure the best possible 
job of Inspection. 

5. Provide necessary underwrit- 


ing and factual information: 
Underwriting handbooks for in- 
spectors, service improvement 


material for the operating depart- 
ment, and factual data for use by 
the sales department in selling. 

The five brief paragraphs above 
seem to give a strong clue to some 
of the reasons for Retail Credit's 
constant growth. The company 
does not wait for complaints to 
provide a motive for checking the 
quality of its output. This output 
is under persistent and constant 
inspection and checking against 
established well-understood 
standards. Before a customer finds 
an opportunity to complain, Retail 
Credit attempts to find and correct 
any possible cause for complaint. 

Nor does the company wait for 
a demand for a new service. New 
ways to serve customers, and new 
ways to obtain new customers, are 
under constant research and study. 
Thus there is constant and regu- 
larly maintained activity in what 
we might call a new business de- 
partment. This activity is part of 
the standards department, but the 
action comes from members of the 
sales department. 

Retail Credit Company usually 
does not refer to its “sales depart- 
ment."’ It uses the shorter term 
“sales.” This department consists 
of approximately 100 people under 
the direction of Vice President and 
Sales Manager Lewis R. Sams. As- 
sisting him in the promotion of 
life and accident” services 
throughout the organization is 
P. L. Abernethy, assistant sales 
manager. W. E. Callahan, assist- 
ant sales manager, is in charge of 
promoting the sale of fire and 
casualty, credit, and personnel 
selection services. 

Three activities are important in 
this department: Sales promotion, 
sales activity, and sales organiza- 
tion. In every phase of this busi- 
ness, great stress is put on proper 
organization. Many businesses fail 
to grow because executives have 
so many duties which may be 
termed “side lines,” or jobs to be 
done only when the routine work 
is completed. The average execu- 
tive in most companies never quite 
gets his head above the sea of 


For 


routine. this reason, future 
planning, real study of sales po- 
tentials, and similar forward-look- 
ing jobs just never get done. They 
come under the heading of ‘things 
I never get around to.” 

This condition may exist to some 
extent at Retail Credit Company, 
but it is doubtful that jobs are 
postponed or neglected to the ex- 
tent they are in most organiza- 
tions. There is a simple reason for 
this at Retail Credit. When there 
is a job that needs doing at At- 
lanta, the company simply or- 
ganizes to get it done. Men are as- 
signed, an organization is set up 

even though it may be only 
one man and an assistant—and 
the assignment given to get the 
job done. Usually there is a fol- 


low-up, or check-up, to insure 
results. 

In sales at Retail Credit, it 
seems especially true that the 
proper organization, manpower, 


and future planning is provided to 
the point of being automatic. For 
example, all men such as salesmen 
and managers who carry sales re- 
sponsibility have four jobs out- 
lined for them, which, if done, in- 
sure a healthy sales growth. They 
are: 

1. An analysis of individual ac- 
counts——-setting up realistic poten- 
tials and objectives. 

2. Analysis of the over-all sales 
situation—determining total exist- 
ing potentials and our position as 
related to competition. Budgeting 
call activity. 

3. Reporting quarterly on sub- 
stantial decreases by line, with 
reasons, and outline of plans, for 
correction. 

4. Setting up reasonable expect- 
ancy of volume or quotas by in- 
dividual sales points. 

This plan was put into action in 
December of 1950. In November 
1951, it was restudied and revised, 
and probably improved. Certain 
features were kept, improved in- 
structions were issued, and a gen- 
eral appraisal of results discussed. 
Retail Credit believes in getting 
facts, opinions, suggestions, and 
figures down on paper. Few com- 
panies’ inner workings are so 
thoroughly documented. 

In this plan, a form was de- 
veloped and used for about 11 
months. In the restudy of the 
methods used, it was suggested 
that this form be continued. The 
reasons, in part, for continued use 
of the form were: (1) It requires 
a regular accounting for important 
sales decreases in any line of serv- 
ice; (2) gets on paper the reasons, 
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and plans for action, on these de- 
creases; (3) saves field and home 
office time by eliminating dupli- 
cate studies. 

Consider the value of “getting 
on paper” the reasons for a de- 
crease in a certain line of service. 
When copies are sent to interested 
executives, and perhaps to top 
management, there is always a 
possibility that somebody will ask 
about the facts later. Merely “‘get- 
ting it on paper” has a tendency 
to increase the certainty of action. 
Many a company might find that 
such a record, showing the rea- 
sons for every important sales de- 
crease, by line, by area, or by 
customer, would save many a lost 
account. 

Men in Retail Credit’s sales de- 
partment have a call schedule. 
Once more, the company leans on 
the obvious advantages of getting 
things down on paper. In the case 
of salesmen, the “paper” is 8!»- 
by ll-inch heavy Bristol call 
schedules. These sheets must show 
each call to be made, Monday 
through Friday, giving names of 
prospects, accounts, and influential 
persons to be visited. The sheet 
also shows the purpose or objec- 
tive of each call, probably to 
eliminate the customary vast num- 
ber of “just dropped in to say 
‘hello’ ’ calls. Results are indicated 
in the “Remarks” column. 

In no case have we attempted to 
include a full, or complete, descrip- 
tion of any department, but we 
have attempted to reflect some of 
the leading policies and principles 
which have enabled _ Retail 
Credit to earn money in a business 
providing customers with an_ in- 
timately personal service costly 
to produce, but incredibly low- 
priced. 

No other company in its field 
has come within a_ considerable 
distance of the size of Retail 
Credit. Its sales of somewhere in 
the neighborhood of $30 million a 
year (this is by no means an of- 
ficial figure, but a reasonably ac- 
curate estimate by the writer), are 
far and away greater than any 
competitor or similar company. 

Tight management, careful 
planning, detailed attention to 
every operation, constant report- 
ing and checking, with constant 
provision for necessary manpower 
on all jobs—all this, plus an un- 
usually humane and “human” ap- 
proach to personnel problems, 
seems to sum up the chief reasons 
for Retail Credit’s unusual posi- 
tion in the field of business. 
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Only the EXECUTIVE 


is adjustable in so many 


ways...so easily! 


~ Model 18-A 
cosco 
Executive 


$47-50 
( $49.50") 


@ No other chair offers such style, Also these COSCO favorites: 
quality, and value! And no other ex 
ecutive chair can match the COSCO 
Executive's six comfort adjustments, 
all made without tools! 

Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du mode! 15-S model 20-A 
Pont “Fabrilite” upholstery and Secretarial Chair Arm Choir 

$32-5° $27-°° 
Bonderized, baked-on enamel finish 
($33.50°) ($28.50*) 
in modern office colors. Get full de 
tails! Mail coupon tdday! 
HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


HAMILTON MANUFACTURING CORPORATION 
Dept. A6, Columbus, Indiana 

Please send, without obligation, name of 
nearest dealer and complete catalog 


*Zone 2 Florido, Texas, ond!) Western states 
Firm 


City 
Good seating . . . in good taste 
...is good business 
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Inflation may put two dollars in the workman's pocket where there was only one before. 


But this is of no benefit if his two dollars will buy no more than his dollar did. In the mean- 


time, the buying power of his savings is being cut in half—with a similar depreciation 
in the value of his insurance and pension.—Talk on steel wage crisis by Charles R. Hook, 
chairman of the board, Armco Steel, before the United States Chamber of Commerce 


FOREMENS CLUB SAFETY 


Goodrich employees check bulletin 


boards at plant's entrance gates to see 


if their numbers have won a $25 Defense Bond in new safety campaign 


Goodrich Employees Get Bonds for Safety Records 


safety program for The 
Caxatrieh Coo factory employees 


cludes two projects the major 
project being the awarding of United 
states Deteonse Bonds to lucky 
Winners Whenever the entire Akron 
plant meets current satety voals an 


nounced the satety signs at plant 
‘ rahieces 

The program is being sponsored 
by the 
works like this: Fach year the fore 


BREG's Foremen’s Club, and 


met give their employees satety 


identification cards bearing serial 
numbers 

The bond drawings are held when 
ever all Akron plants go at least 15 
days without the oecurrence of a dis 
injury. For a 5-day period 
record. a drawing is held tor $500 in 
$25 Defense Bonds When a 30-day 


established S1.500 is 


abling 


record s 


iwarded in $25 bonds This is in ad- 


dition to the $500, making a total of 
$2,000 in bonds. Should there be 45 
consecutive days of safe working 
$2,500 in bonds will be distributed 
lhe winning numbers are posted on 
large safety boards located at the five 
entrance gates. When an employee 
sees his number posted, he must 
present his identification card to his 
toreman within 72 hours of posting, 
excluding Saturdays, Sundays, and 
holidays. Foremen are cautioned not 
to tell employees about the winning 
numbers to do so would defeat the 
effort of the program to get the em- 
ployees to watch the gate signs 
Another project has been set up to 
provide a personal monthly contact 
with the employee. Candy bars are 
given to all factory employees punch- 
ing time cards whose shift has no 
lost-time injuries for 1 month. The 
wrapper carries a safety message 


Profit-Sharing Plan 
Survives Test 


Only 2 years after its founding, the 
Andersen Corporation, Bayport, 
Minn., manufacturer of window frame 
units, instituted a profit-sharing plan 
for employees. The first profit-shar- 
ing dividend amounted to $1,428.11, 
and was paid to 41 employees in 1914 
The rate was 5 per cent. Although 
some changes have been made in the 
profit-sharing plan since 1914, the 
same general principles and motives 
apply today to some 800 employees 

In addition to this profit-sharing 
plan, Andersen Corporation has a re- 
tirement and loan plan whereby re- 
tired employees may obtain advances 
on group life insurance 

The company does not believe that 
a profit-sharing plan is a substitute 
for good wages. It is its policy to 
pay the highest base wage rates in 
the stock frame-and-sash industry 
To do this, a wage survey is made 
periodically with the cooperation of 
the shop committee, and the results 
posted on the bulletin boards. The 
basic wage rate is established for 
each job through job evaluation. On 
most production jobs, the employee 
also receives extra pay for extra pro- 
duction, which is arrived at through 
production bonus based on production 
standards for such jobs 

The profit-sharing plan works as 
follows: After the employees have 
been paid their compensation in the 
form of regular wages and salaries 
and profits in the amount of 6 per 
cent of the invested capital have been 
set aside for the stockholders, the re- 
maining profits, if any, are divided 
between the stockholders and the en- 
tire group of employees in the same 
proportion that the total investment 
bears to the total annual payroll 
There is a waiting period of 3 months 
before new employees may partici- 
pate 

The profit-sharing plan, retirement 
plan, and other features of the com- 
pany’s basic policies are simply but 
clearly described in the revised em- 
ployee manual 
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Incentive Plan Curbs 
Waste at Company 


Because the Lamp Division of the 
Westinghouse Corporation uses tung 
sten, molybdenum, brass, copper, and 
other critical materials, waste has be 
come a \ital problem in the conserva 
tion of critical detense materials. To 
offset such waste and, at the same 
time, to encourage employees to do 
a better job, the Lamp Division in 
sloomfield, N. J. has set up a pilot 
operation vin these vitall 
needed materials 

The program, installed by Cappel 
MacDonald and Co 
scheduled run 


Dayton, Ohio. is 

months. It is 
called the “Track ‘em Down” 
palgr 


cam- 
and covers such aspects of em- 
ployee relations as suggestions, at- 
tendance, material efficiency, quality 
and housekeeping. The 
employees of the plant received mer- 
chandise prize catalogs indicating the 
number of prize points awarded for 
winning slogans 
thons 


satety 


acceptable sugyes- 
improved attendance records 


and better material effici 

Most of the prizes are for use 

family in the home, and include many 
ordinarily purchase 


items employees would not 


The campaign was launched by is 
page 


the program, what it means to the 


suing a brochure explaining 
workers, and how they can win 


Points earned by employees 
totaled at the end of each montt 
total is included in the employee's 
pay envelope in the form of a “prize 
point check To obtain the 


desires, he merely sends 
and the catalog number ot 
to the Westinghouse Prize 
the Cappel, MacDonald 
dress. His prizes are sent 
his home, and points in ! 
returned to be applied to other 
selections 

Points pile up fast since thes 
clude: 200 points for being on time 
for 1 month, 125 points if not absent 
or late for 2 months, 100 points per 
worker in sections having best house 
keeping 
points for workers in areas that are 
particularly neat 


record and other bonus 


Gardening Hobby Groups Started by Companies 


“Good gardeners are bound to be 
said Albert C. Buehler 
chairman of the Chicago Horticul- 
tural Society, in announcing a new 
program establish gardening 
groups in large business and indus- 
trial organizations in the Chicago 
area. Mrs. Anne V. Zinser, a member 
of the women's board of the society 
heads the new committee created to 
encourage the formation of gardening 
hobby groups among office and indus- 
trial employees. The committee will 
base its program on the successful 
garden groups already established by 
the society 


good citizens,’ 


Among those companies which have 
entered wholeheartedly into the en- 
terprise are the Pabst Sales Co., Re- 


NCR Employees Set New 


National Cash Register Co. em- 
ployees set a new record in 1951 for 
the number of suggestions submitted 
and the amount of awards received 
under the company’s suggestion sys- 
tem. The system, founded in 1894 by 
President John H. Patterson, is said 
to be the first suggestion system in- 
augurated by an American industrial 
firm 

Mr. Patterson's idea began as a 
“complaint box" installed in his Day- 
ton factory. The idea became unpopu- 
lar with the employees, however, so 
the name was changed to “suggestion 
boxes” and rewards offered for all 
suggestions adopted 

From this simple beginning nearly) 
60 years ago, the most recent year 
(1951) saw the plan reach its largest 
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public Flow Meters Co., and Genera! 
American Transportation Corp. In 
employees of 
panies meet monthly to hear experts 
tell how to grow vegetables, flowers 
shrubs, lawns, and even house plants 
During the winter months when 
gardening is out of the question, talks 
flower arrangements 
plant care, and Christmas decorations 
for the house during the holidays 
Contests among employees for the 
best exhibits from their gardens or 
for the best flower arrangements keep 
interest in the hobby alive 

Mrs. Zinser is director of Zinset 
Personnel Service: Mr. Buehler is 
president of the Victor Adding Ma 
chine Companys 


terested these com- 


cover house 


Suggestion Records 


volume since its inception. In 1951 
NCR employees submitted 4,686 sug- 
gestions, an increase of 59 per cent 
over the previous year. Of the sug- 
gestions made by employees, 1,095 
were adopted. Awards totaled $33,317 
also a new record, and an 83 per cent 
increase over 1950. 

An employee in the accounting ma- 
chine assembly line took top honors 
in 1951 when he received a total of 
$4,040. Included in this total was a 
single payment of $2,100 for one sug- 
gestion.-the largest award 
NCR has made under its suggestion 
system. To reach the record total of 
$4,040, the employee, A. H. Sterling 
received awards not only for his owr 
individual suggestion, but as his share 


single 


in joint suggestions 


APTITUDE 
TESTS 
for 
Office Personnel 


Today hiring office help is expen- 
sive. Yes, it costs plenty to get 
applicants in a tightened manpower 
market—but it's even more exp 
sive to hire the wrong girl. A person 
whe can't do the job efficiently 
increases the cost of doing bu 
mess . . . decreases profits. 


That's why thousands of executives 
responsible for personnel depend on 
the low cost Martin Office Aptitude 
Tests. Extensive research studies 
show that 80°: of those who pass 
these tests make good on the job— 
while 82°: of those who flunk the 
tests fail on the job. in addition, 
these aptitude tests often reveal 
hidden abilities that may be used 
te better advantage. 


for descriptive folder write ta 


MARTIN PUBLISHING CO. 


Dept 


G90 Market San Pranciero Calif 


421 N. Dearborn Street 


Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 


the literature employees reod distorts thew 
thinking about business 
by the poyroll enclosure method is often 
labeled “propogondo.’ 


And literature distrib 


A Solution to the Problem—To meet the prob 


lem, is establishing Information Rack 
Centers in plonts and commercial establishments 


ocross the country. Through 
this method employees select 
literature on ao voluntary basis 
Positive thinking is developed 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rack Centers, 
explains how you may profit 
from this successful program 
Send for it todoy. 


THE NATIONAL RESEARCH BUREAU, INC. 
Chicago 10, 


Please Mention 
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Bonwit Teller Awards 
Solid Gold Keys 


For the fifth consecutive year. out 
Bonwit Teller 


have received Gold Key 


tarvling employ ees 


awards. The 


ke made of solid vold. is on the order 
of a Phi Beta Kappa key. with the 
letters IST in filigree cut out at the 


top. The recipent’s name and date o 
presentation are engraved on one side 
of the key, and the name of Konwit 
Walter Hoving 


ind the store name engraved on the 


lellers president 
other The key is not a pin but is 
made to be worn on a key chat 
bracelet, or necklace 

In addition to the key, each = re 
eipient receives a tramed script of his 
personal citation read by Mr. Hoy 
ing When he announces each winner 
elections are made on the basis of 
mutual helpfulness, good will, kind 
ness, and consideration of one an 
other. The award was established 5 
years ago to give public recognition 
to those who lived up to such qualifi 
cations. The selections are made by 
buyers, and department 
heads. In all, eight awards were made 
in the New York store this year 
similar awards, though fewer in num 
ber, are also made in all branch 


executives 


stores 


Indoctrination Folder 
For New Employees 


At Seully-Jones and Co. of Chicago 
manutacturer ol 
standard and special tools, it. is the 
duty of each supervisor to sit down 
with new employees and personally 
review the company’s history, poli- 


designers and 


ews, and benefits. To assist super 
Visors and new employees in becoming 
better acquainted with the company 
Scully-Jones has prepared a concise 
handbook which is actually a sheet 
printed in two colors on both sides 
and then double folded to 4's by 5% 
inches. As a result, it is no longer a 
handbook but a folder small enough 
to fit into a pocket or purse It has 


these special features 


1. The name of the individual em 
ployee appears on the tront cover 

2 Inside the first fold a brief his 
tory of the company and how it fits 
into the metalworking industry 

3. Inside the second fold informa 
tion on ftopies such as pay day. job 
evaluation. increases, promotions, the 
pension plan, vacations. paid holidays 
and benetits 

1 The back anage 
ment and supervisory personnel 

The average reading time for en 
tire folder is 4 minutes. Scully-Jones 
experience has shown that the folder 
must be supplemented with a follow- 
up talk by the supervisor. In a give 
and-take discussion. the emplovee 
may ask questions about any policy 


cover lists 


ob 


benefit, or regulation covered in the 
folder 
formation to new employees has made 


This method of presenting in 


for a better informed supervisor as 
well as employee, and a happi 
fustrial famils 


Swift Tells Employees 
About Power of Vote 


At some 600 Swift & Compan 
country in 
\tlanta 


meetings are 


throughout the 
Roston, and 


units 
Kansas City 
fo name a few points 
being held to discuss the importance 


{ voting and the responsibility of 
arnied em- 


eitizenship with all sz 
ployees of the company 
The speech, “The Power of Your 
Vote,” was developed under the na- 
tional education program of Harding 
College, Searcy, Ark.. and illus- 
trated by cardboard signs which the 
speaker attaches to a black flannel 
board. The program takes about a 
half hour and is given on company 
time. Plans are under way to carry 
the message to hourly workers, also 
The leader of the recent Chicago 
meeting was H. Leslie Swift, indus 
trial relations training director 


Modern Office Methods 
Needed, Says Eppert 


“Fifty years ago.” said Ray R 
Eppert, executive vice president ol 
Burroughs Adding Machine Com- 


pany, “there was one office employee 
tor every 30 production workers 
Fifteen vears ago that same office 
worker handled the paperwork for 
10 factory employees. Today, it ts 
doubtful whether one office employee 
is able to handle the paperwork for 
more than 2.5 factory workers. Talk 
ing before the 10th annual Manage- 
ment Seminar of the Office Manag 


ment Assomation of Chicago, he 
said, “Our only protection from 
solvency and ultimate extinction ts 
to be more efficient rhis cannot be 
accomplished by better business 
methods or improved training of per- 
sonnel alone, the right kind of nm 
chines and equipment must be pre 
vided at the same time 

Harry L. Wylie 
tary-treasurer of the Pure Oil Com- 


assistant secre 


pany, warned that manpower 

being wasted whenever it is not 

being utilized to its fullest and 


highest skill.” He pointed out that 
management must learn the five 
basic contributions to individual et- 
Ability of the employer 
flow of work and effectiveness of the 
working 
supervision that 


ficiency 
routine good conditions 
trained activates 
balances, guides, and inspires; and 


adequacy and = suitability of the 


equipment and apphances used 


Young Radiator Workers 
Display Finished Product 


When a man does good work, he is 
justified in wanting to show it. In 
department 211 at the Young Radia- 
tor Company in Racine, Wis., how- 
ever, manufacturing schedules often 
depleted the supply of finished 
radiators just when someone was 
around who should see them. So 
about a vear ago, department 211 put 
up a rack to display their products 
The case was built by the main- 
tenance department and the lettering 
for the display was cut by the fore- 
man of the department 

After the various radiators were 
mounted in the frame, photos of the 
using them placed 
above each radiator. The blueprint 
number and the type of core used ap- 
pear below 

Incidentally, the Young Radiato 
Company states that the department 
foreman hatched the original idea 


vehicles were 


A special display rack gives workers at Young Radiator a chance to display 
their finished work and to show how each type of product is being used 
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“Where are the spinsters of yesteryear? . . . Married; which means there are fewer 


young, unmarried girls seeking the jobs generally considered ‘typical’ for women,” 


according to PIRAscope’s April issue. In the competition for 


help, modern equip- 


ment and good working conditions may weigh the balance heavily in your favor 


Device Shows How Much 
Space Remains 


TAKING the guesswork out of page- 
end typing, this simple mechanism, 
which can be set in a matter otf 
seconds, has been incorporated in the 
Smith-Corona portable typewriter 
As the bottom edge of the page dis- 
appears behind the platen, red figures 
on the Page Gage show when the 
type has reached 2's inches above 
the end of the page and how much 
space is left at '2:-inch intervals until 
the bottom of the page is reached 
The gage can be set for any length 
paper and is also standard equipment 
on the office typewriter. L. C. Smith 
& Corona Typewriters, Inc., Syracuse 


New Streamlined Chair Base 
For Office Furniture 


LATEST addition to the Cosco line 
of “Finger-Lift" posture chairs is a 
one-piece, heavy-gauge steel base 
without welds or seams. It is packed 
with sound-absorbing material that 
eliminates rumbles and squeaks, and 
has king-size scuff plates. This new 
base is featured in the secretarial 
chair with fixed back, the secretarial 
chair with spring tension back, the 
general office chair, and the executive 
chair. All of these chairs have up to 
SIX easy adjustments designed to fit 
each chair to the individual owner's 
physique, work habits, and ideas of 
comfort. All models have foam rubber 
latex seat cushions, and Tufflex- 
Padded backrests. Hamilton Manu- 
facturing Corp., Columbus, Ind 
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Remote Control Telephone 
Dictation System 


OCCASIONAL 
equipment will find Gray's new Phor 

Audograph the economical answer to 
their needs. Tying in a quantity of 
individual dictating telephones with a 
single recording unit, this new system 
allows each user to have complete 
control of the unit, including complet: 
lockout of the controls on all other 
telephones. Just pressing a buttor 
allows the dictator to 


users of lictating 


listen back 
as many times or as far back as he 
cares to. A similar control is used for 
indicating errors or special instruc- 
tions. Another unique feature in- 
cludes a private telephone line be 
tween the dictator and the secretary 
He can talk with her without the 
possibility of someone else listening 
in. Simple to operate, dictators can 
relax while working, confident thes 
are in complete control of the system 
The telephone base contains a small 
light. Lights of all phones glow when 
system is available for use. Gray 
Mfg. Co., 16 Arbor, Hartford 1, Conn 


Sensitized Paper Dispenser 
Speeds Photo Copying 


ABSOLUTELY light-tight with 
cloth-protected ejection slot, the new 
Portograph paper dispenser is easy 
to load, with a spring controlled ejec 
tion bar for delivering a single sheet 
every time the handle is flicked 
Available in two sizes  8',- by 11 
inch, and &'2- by 14-inch paper. Rem 
ington Rand Ine, 315 Fourth Ave 
New York 10, N.Y 


| 
a7 


New Check Endorser for 
Speedy Handling 


a ENTIRE day's checks can usually be 
; endorsed in minutes, in most banks 
using the Super 270. Capable of en- 
dorsing, dating, and stacking 27,000 
checks an hour, machine is lght- 
weight and portable. A tripping de- 
vice guards against skips, and the 
hopper adjustment makes removing 
checks and papers other than check 
size easier and faster. Its unusually 
low horsepower motor eliminates 
stoppage, slowdown, or overheating 
caused by low voltage Cummins 
Chicago Corp., 4740 Ravenswood Ave 
Chieavo 40. Til 


New Posting Board for 
Easy Entries 


NTERESTING feature of Todd's 
new Form-Master board is a single 


convement posting position for all en- still on the board. Form-Master New Projector for Smoother 
tries. The payroll summary or journal comes in two sizes: Model 67, 16 ‘ : 

sheet is moved into this position inches by 14's inches, weighing less Film Showings 

entry by entry, by finger-tip touch on than 3 pounds; Model 68, 21 inches ‘aadiean e : 

a control bar. This contro! bar car- by 20 Fase nse weighing 4 pounds, 6 “QUICKER than a wink is the film 
ries the sheet into perfect alignment oanené. ‘Shee Tedd Co. tac. 1150 Cal- change in DuKane's sound-slidefilm 
through a series of automatic stops versity Ave.. Rochester 7. N. Y and filmstrip projector. Controlled 


either by an electrical push button 
or by connecting it to an automatic 
8 watt amplifier and three-speed turn- 
table tor automatic sound-slidefilm 
projection, the unit provides larger 
and brighter pictures. DuKane Cor- 
poration, St. Charles, Ill 


This arrangement eliminates writing 
in a cramped position as the operator 
; nears the bottom of the board. The 
: new board also eliminates the need 
for an exposed carbon sheet which 


sometimes soiled sleeves and wrists 
Now clean-jacketed carbon slips 
over the top of the summary or 
journal sheet Posting time is reduced 
by at least 50 per cent in payroll 
preparation since the summary 
sheet, individual earnings’ record, and 
pay-check stub are written simul- 
taneously. Operator can conveniently 
complete the check itself filling in 
the name and amount while check is 


New Reception Furniture 
Makes ‘‘Waiting’’ Easy 


DESIGNED with the correct reclin- 
ing angle of back and seat for maxi- 
mum comfort, this new furniture is 
smart-looking as well as inexpensive. 
The colorful interwoven plastic web- 
bing allows free ventilation, particu- 
larly important in warm weather, and 
can be instantly removed for clean- 
ing or changing color schemes. Metal 
frames come in various shades of 
baked enamel or chrome finish. Pre- 
cision Mfg. Co., 829 Chicago Ave., 
Evanston, Ill. 
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The Card You Want—In 
Less Than 3 Seconds 


THIS X-RAY view of the new Sim- 
plafind card file illustrates the mecha- 
nism which delivers the wanted tray 
of cards at the operator's finger tips 
in seconds, by traveling the shortest 
direction from its previous location 
Amazingly adaptable to all types of 
card records, this machine is espe- 
cially designed to handle large-volume 
card systems efficiently. Your present 
card records can be used without 
punching, alteration, or recopying, 
regardless of condition or kind of 
paper used, effecting a great savings 
in the cost of incorporating the file 
into your present system. A_ 12- 
square-foot unit will hold 40,000 5- by 
8-inch cards, 50,000 4- by 6-inch 
cards, 82,000 tabulating cards, or 
90,000 3- by 5-inch cards. Angle-front 
card trays are 10 inches long and hold 
approximately 1,000 cards each, mak- 
ing 4,000 to 9,000 cards always open 
with a half-arm reach. Operator may 
remain seated or standing while 
operating motorized card-finding unit, 
thus reducing fatigue—the major 
cause of errors—-and increasing ef- 
ficiency. Simpla Research and Mfg 
Co., Inc., 425 Fourth Ave., New York 
16, N. Y 
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Machine for Confidential 
Dictation 

SCRAMBLED messages can be re- 
corded with complete assurance that 
no unauthorized person may— inten 
tionally or accidéntally— intercept 
them. The new Codit system also 
permits instant “on the spot 
upon completion of the transcription 
Each Codit disc owner is given his 
own code which carries a formula 
certificate insured for $10,000 against 
counterfeiting, alteration, or duplica 
tion. System can be added to anys 
standard Voice-Master machine Mag 
netic Recording Industries, 30 Broad 
St.. New York 4, N. Y 


erasure 


Combination Desk and File 
Has Many Uses 


HEAVY gauge steel cabinets and a 
desk top comprise this easily as- 
sembled unit that glides smoothly to 
the spot needed on large rubber 
casters. Available in both legal and 
letter size, the assembled legal-size 
unit measures 58 inches long by 27's 
inches high by 184 inches wide. As- 
sembled letter-size unit measures 6 
inches smaller in length. Comes in 
green, gray, or walnut finish. Steel 
Parts Mfg. Corp., Div. of Blackstone 
Mfg. Co. 4630 W. Harrison St 
Chicago 44, Ill. 


THE MODERN COPYHOLDER 


Promotes Accuracy * Increases Production 
Soves Eyestrain « Portable 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1.25 
20 inch eye quide extension — $1.50 


PREE TRIAL OF FER — Write asking us to send you 
@ RITE-LINE COPYHOLDER with the understanding thot 
you may return it without chorge within ten doys 


RITE-LINE CORP, 1925 15% Street. w 


Woshington 5, 0. C 


RITE-LINE 


Amazing New Method for 
Making Organization Charts 


Simpler e Quicker e Better! 


Good organization charts let everyone know what is 
expected of him If your organization charts need bringing 
up to date, or if you hove no such chorts CHART? 
can help you 

Professional charts con be made quickly, economically 
by you, your secretary, or ony member of your stoff 


by the 

CHART-PAK METHOD 
Here's alt you do: Or o Chort-Pok boord, plan the 
kind of chart you wont. Select the proper Chort-Pot 
moterials. A little typing, orranging ond finger pressure 
do the rest. That's oll there is to #. Your chart is ready 
for presentation or reproduction 
And Note This: Your organization charts need not be 
out of date tomorrow. They will clwoys be current 
because any portion of a Chort-Pat chart can be quickly 
changed or corrected at any time 


' ATTACH TO YOUR LETTERHEAD ' 
' Send me descriptive brochures on the Chart-Pot ' 
1 Method for Organization Chorts [] Office ! 
Leyouts Statistica! Chorts [) 104-8 


CHART-PAK, INC. 


104-8 LINCOLN AVENUE STAMFORD CONNECTICUT 


59 


KRite- Line | 

> 


aluminum 
chairs 


How to Cushion Costs 


Increased wages and taxes 
in a more competitive market 
make it more imperative that 
we seek new methods to cut 


costs. 


A new installation of FINE- 
REST chairs is an investment 
rather than an expenditure. It 
x will actually pay dividends by 


increasing office efficiency. 


Why not invest in the best— 
why not invest in FINE-REST. 


Write for free descriptive lit- 
erature and the name of your 
nearest FINE-REST dealer. 


ALUMINUM SEATING 


17 & CHERRY STREET 
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The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
date of this 


issue may find supplies of the various 


several months after 


booklets are completely exhausted. 


621. BEST BY TEST. An interesting 
brochure being offered by Remington 
Rand tells how Gimbel Brothers de- 
termined Visible Cycle Billing would 
be the best answer to their customer 
accounts filing problem. Besides de- 
scribing the Philadelphia store’s com- 
plete credit and collection system, the 
brochure shows Gimbel’s modernized 
Credit Sales Department with its ef- 
fective arrangement of interviewing 
sections adjacent to its own records 


. 


'ATING YOUR OWN 
QUALITY CONTROL PROGRAM. 
Chis circular, being offered by Indus- 
trial Control Engineering Services, is 
designed to reveal the possible weak 
spots in a manufacturing or process- 
ing company’s system of controlling 
product quality to reduce waste with 
minimum cost 


622. EVALI 


623. HOW TO DESIGN A LETTER- 
HEAD. If you're in need of ideas on 
designing or redesigning your sta- 
tionery, this beautifully constructed 
portfolio offered by Parsons Paper 
Co. is just what you've been hoping 
for. Prepared by Lester Beall, one of 
America's best-known designers in 
the graphic arts field, the portfolio 
contains a number of concrete sug- 
gestions on the subject of letterhead 
designing, as well as 10 sample 
original letterheads to serve as a 


source of ideas 
624. P-A-X BRINGS NEW EFFI- 
CIENCY. new, color-illustrated 


folder by Automatic Electric Co. ex- 
plains how private, “inside” 
telephone systems bring increased ef- 


business 


ficiency to large or small business 
organizations. Folder discusses savy- 
ings, installation, equipment, plan- 
ning, and offers free comprehensive 
survey 

625. APPROVED PLAN FOR REC- 
ORD SURVIVAL. In this unusually 


comprehensive book by Diebold, In- 
corporated, individual plans set up by 
American businesses to forestall the 
disaster of destroyed records, in the 


event of an atomic attack, are treated 
fully. Prepared to help all types of 
businessmen in evaluating their par- 
ticular record-survival problems, this 
book can be obtained free of charge 
by writing Diebold direct 


626. GET COPIES IN ONE MINUTE 
Polaroid’'s new data folder describes 
the 60-second copying device and tells 
how it can be put to work profitably 
in a variety of business and educa- 
tional organizations. True-to-size pic- 
tures show what photocopies of let- 
ters, legal documents, book pages, of- 
fice records, and small machine parts 
actually look like. The attractive 
folder in maroon and white also gives 
complete specifications, price infor- 
mation, and operating instructions 


627. IBM ACCOUNTING. Designed 
for the use of electric, gas, and water 
utilities, this 35-page booklet tells 
how to reduce accounting costs and 


provide better service to customers 


Two methods of extending bill 
amounts -the master card method 
and the IBM electronic calculating 


punch method —and other accounting 


procedures, including service order 
preparation, meter reading, revenue 
accounting, bill preparation, remit- 


tance accounting, cash 
counts receivable control, 
are explained briefly 


posting, ac- 
and credits 


* * * 


628. MISS BRUSH & MR. BUCKET 
This lively little booklet on the use 
of color in interior design by Royal 
Metal is a layman's guide designed to 
give the factory superintendent, of- 
fice manager, or shop owner a basic 
understanding of color and its many 
uses. Such topics as “Color and 
Human Moods,” “Associating Colors 
with Atmospheres,” “Relation of 
Color with Materials,” and “Tricks 
of the Trade.” Also included is a 
color guide which shows what colors 
should be used on walls, ceilings, 
drapes, and floor coverings to obtain 
happy or gay, restrained or quiet 
exotic, and unemotional atmospheres 


HORIZONS WITH MI- 
CROFILM. Describing the latest 
techniques used to individualize the 
microfilm of vital records and file it 
by subject in jackets or cards, this 
booklet contains case studies of oper- 
ational filing where the most im- 
portant records of an organization 
have been converted bulky 
original documents to compact micro- 
film cards. Operational filing studies 
in the booklet include the transforma- 
tion of a 250,000 meat label file of the 
Department of Agriculture from 
original folders to IBM cards; title 
insurance take-off and plant-building 
handling of case histories and X-ray 
in hospitals; and mechanical draw- 
ings in engineering departments 


629. NEW 
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6210. THE APECO AUTO-STAT 
STORY. An attractive little two- 
color folder that tells the story of an 
entirely new photocopy process. Step 
by step, the folder explains how the 
Auto-Stat works, making copies ready 
for instant use 


6211. CHECK INDORSEMENTS 
This handy little 24-page booklet 
covers the pertinent points so neces- 
Sary to know in handling checks 
Also included are types and kinds of 
indorsements and how they can be 
used to protect your interests. Cover- 
ing indorser responsibility under the 
Negotiable Instruments Act, this 
pocket-size booklet can be had from 
Hammermil! by requesting booklet 
No. 1480 


Requests for these booklets may be 
sent direct to the companies listed. 


. Remington Rand Inc., Retail 
and Wholesale Division, 315 
Fourth Ave., New York 10, 
N. Y. 

2. Industrial Control Engineering 
Services, 1745 National Bank 
Building, Detroit 26, Mich 

Parsons Paper Company, Sar- 
geant Street, Holyoke, Mass. 

. Automatic Electric Company, 
Advertising Department, 
1033 W. Van Buren St., 
Chicago 7, Il 

Diebold, Incorporated, Flofilm 
Division, Canton 2, Ohio. 


3. Polaroid Corporation, Depart- 
ment CM, Cambridge 339, 
Mass 


International Business Ma- 
chines Corp., 590 Madison 
Ave., New York 22, N. Y 
Royal Metal Mfg. Co., 175 N 
Michigan Ave., Chicago 1, Il 
. Filmsort, Inc., Department N 
Pear] River, N. Y 
6210. American Photocopy  Equip- 
ment Co., 2849 N. Clark St 
Chicago 14, Il 
6211. Hammermill Paper Company 
1480 FE. Lake Road, Erie 6 
Pa. 
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Created 
to 
Endure! 


The first time you operate a STEEL AGI 
file, you'll be amazed the way your light- 
est touch glides the drawer open or 
closed. We're proud of that for it drama- 
tizes Steel Age craftsmanship and quality 
But remember that we also build our 
files to endure ...to go right on operating 
perfectly year after year. Every Steel Age 
File you buy is a sound investment that 
pays you daily dividends in greater office 
efhciency. See Steel Age first. You'll be 
glad you did! 


Corry-Jamestown Manufacturing Corp. 
Corry, Penna. 


At Leading Office Furniture Dealers from Coast-to-Coast 


WHY WAIT A WEEK FOR THOSE 
NEEDED FORMS? 


Ask for a 
Demonstration 


DAVIDSON CORPORATION 
haler Linotype Compony 
1028-60 West Adams Street, Chicago 7, Illinois 


A Subsidiory of Merg 


4 ti Ss, 
(fA 
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we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru 
qated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses Especially adapted to shredding 
onfidential records, blueprints, etc, per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 

Compact, economical, safe. All revolving parts 
ore covered. Instantly adjustable 


Designed for continucas ead trouble-free 
aervice 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 


‘Don't File It —HANG IT! 


Oxford PENDAFLEX 
HANGING FOLDERS 
Cut Filing Costs 


20% or More! 


Folders hang 
on frame 


Frame fits in 
file drawer 


Instant 
reference to 
every folder! 


Send for Catalog 
OXFORD FILING SUPPLY CO., INC. 


| Clinton Road + Garden City, NY 
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SELL AS CUSTOMERS LIKE IT. By 
W. E. Sawyer in collaboration with 
A. C. Busse. Intended to help sales- 
people improve their over-the-counter 
selling, this book approaches the sub- 
ject in a fresh and light vein. Car- 
toons present basic selling principles 

Examples of good and bad selling 


spice the book, and the reader is told 
how to use words for a better sales 
talk, how to treat customers, and 


how to make customers feei welcome 
Any retail salesman or executive in 
charge of retail salespeople can find 


many helpful suggestions in this 
volume 

The authors bring together two 
generations of sound selling. W. E 


Sawyer is director of education for 
Johnson & and A. C. Busse 
is consultant on selling and professor 
at New York University. Copyright 
1951. Funk & Wagnalls Company, 153 
East 24th St.. New York 10, N. 
140 pages. $2.50 


Johnson 


CONTROLLERSHIP -THE WORK 
OF THE ACCOUNTING EXECU- 
TIVE. By J. Brooks Heckert and 
James D. Willson. Apparently cover- 
ing every phase of operation that 
could ever face a controller, this com- 
prehensive volume is an_ excellent 
handbook for any executive in the ac- 
counting field. About 170 illustrations 
are used for clarification. The authors 
are both C.P.A.'s, besides which Mr 
Heckert is professor of accounting at 
Ohio State University and Mr. Will- 
son is controller for the Plaskon Divi- 
sion at Libbey-Owens-Ford Glass 
Company. Copyright 1952. The Ronald 
Press Company, 15 FE. 26th St., New 
York 10, N. Y. 631 pages. $7.50. 


DESIGN AND CONTROL OF BUSI- 
NESS FORMS. By Frank M. Knox 
Said to be the first full-length book 
on business forms, this volume covers 
everything anybody would need to 
know in making new forms or in re- 
designing old ones 

The book follows a logical sequence, 


Starting with the subject, “What 
Forms Mean to the Office.” Other 
chapters show how control should 


be maintained, and what the neces- 
sary elements of a form are 

This is the first in a National Office 
Management Association series of 
books on office management. The 
author is president of the Frank M 
Knox Company, Cleveland, Ohio, and 
has had 20 vears of experience in the 
standardization of printed material 
McGraw-Hill Book Company, Inc 
330 West 42nd Street, New York 36 
N.Y. 216 pages. 1952. $6.50 


—Tabulating Supervisors! 


—Machine Accountants! 
Controllers! 


Now there is... 
A Business Publication 
devoted exclusively 
to Machine Accounting 


pr 


now in use in installations 
representing all types 
of business and industry 


THE PUNCHED CARD presents over 150 
pages of new tabulating principles, improved 
applications, ingenious utilization of 
machines, complex wiring of control panels, 
informative articles, illustrative diagrams, and 
other related ideas written by leading author: 
ues in the tabulaung 

THE PUNCHED CARD also includes 
authoritative arucles on tabulatuing depart 
ment supervision, personnel training, forms 
design, department layout, production plan 
ning, etc 

Informative arucles of general interest from 
manufacturers of tabulating equipment, paper 
forms, accessory equipment, an relate sup- 
pliers are also include 


The | Punched Cord is the most com- 
of 


pr 
devoted exclusively to machine 
accounting ever offered. Price $6.00. 


Examine “The Punched Card” 


For 5 Days FREE 


Send your nome and address todoy 
for FREE five doy examination. If after 
this period you ore not completely 
satisfied, merely return it and there 
will be no further obligation. If you 
agree that it will be of value, bill will 
be sent to you or your compony, as 
you wish. 


The Punched Card 
520 Francis Palms Bidg. Detroit 1, Mich. 


IF YOU SELL ideas, products, serv- 
ices you'll be fascinated with the 


AMAZING STORY 


told interestingly, briefly, 
in full color in this 


Tells how America’s wp indus 
tries, organizations, political par 

tes, insurance companies, business 
associations, religious groups, US. Gov't agen 
cies use cartoon books in color-comic technique 
to cell and sell. Write on firm stationery 
Wm. C. Popper & Co., 148 Lofayette 
New York 13, N. Y. Dept. 7. 


Please Mention 
“AMERICAN BUSINESS” 
When Writing to Advertisers 
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WHERE TO BUY IT es SERVICES and SUPPLIES 


° SALARIED POSTTIONS 
Business Forms otter te 838.000 Steel Guide Tabs 
e offer the original personal employment 


service established 42 years Procedure 
divid 


SAVE UP TO 40%—OF YOUR ethical standards individual 


zed to your personal r 


N.Y 


for particulars. R. W 


with the Cc & G PLAN Dun Bidg., Buffalo 


levestigate this 5 feature plan ing used to cut prin 
coste by leading throughout the countrys 


Cullom & Ghertner Co. 


Business Booklets 


“How PO WRITE RETTER LETTERS 
by LB. Brailes 


Advertising Services 


If vou write or dictate lette you'll find 
a stimulus in this new pocket-size 
MAIL SELLING! Les Finkle Advertising, one by “Cy” Frailey. Sample cx 40 ! 
of America’s foremost mail writing eo i Sam ‘ Now filling ordera promptly 
cialists. Counsellor, creator sales letters THE DARTNELL CORPORATION ames (5 oF less) 2 comnts each 
liter complete campaigns. Address: Ravenswood Avenue, Chicago 40 102,32 sed by Sears, Roebuck & Co 
West Pico, Los Angeles 35, Calif CHAS. Cc. SMITH, Mftr., Box 666, Exeter, Webr. 
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USINESS seems to be perking up a bit. 
The threat of higher labor costs, which, 
of course, means higher prices eventually, is 
causing some of the good folks who have been 
sitting around waiting for prices to go down 
to step out and buy. But offsetting this in- 
flationary trend is the deflationary effect of 
falling world prices and, as we all learned 
the hard way in 1930, the prices of most raw 
materials are set in the world markets. Lead, 
silver, rubber, certain: food products, cotton, 
leather just to mention a few seem to be 
drifting lower in’ price. There is an uneasy 
balance between rising costs and falling prices, 
so we get a shot in the arm by lifting some price 
and credit controls. The real test. quite ob- 
viously, will come when defense spending and 
industrial expansion taper off. As one business- 
man put its The time is drawing near when 
we will have to batten down the hatches and 
vet set to ride out the gale.” But even though 
the barometer is falling and we may be in for 
a bit of a blow, the storm clouds are still over 
the horizon. Few informed persons look for a 
“bust” such as we had in the thirties. Aec- 
comulated unemployment both 
governmental private, will cushion the 
shock. Wisely managed companies that are 
prepared to step out with new product models 
priced for a buvers’ market have little to worry 
about. The thing to watch is that we have 
enough ready cash left after taxes to do a real 
selling job at a time when sales are badly 
needed. The recession, when and if it comes to 
America, might very well prove to be the hill 
upon which those who are prepared will over- 
take those who are now sitting smugly by, 
convinced that the jow ride will last forever. 


reserves, 


National Secretaries Week 


In case vou didn’t know, there is a shortage 
of secretaries, and the members of the National 
Secretaries Association bless their hearts 
are doing something about it. Unlike some 
professional organizations that are mainly con- 
cerned with keeping the door of opportunity 
closed to “outsiders.” the secretaries are striv- 
ing to dignify secretarial work and encourage 
more young women to make it a career. In 
cooperation with interested companies, the Na- 
tional Secretaries Week Couneil was set up in 
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New York, and from June 1 to 7 the spot- 
light shone on the young women who so cap- 
ably carry on as assistants to America’s busi- 
ness leaders. Whatever we may think about the 
deluge of special weeks and days which are 
turning editors prematurely gray, here is one 
week which every business executive can en- 
dorse. American businessmen owe much to the 
hard-working, intelligent women who patient- 
ly put up with their foul-smelling cigars, 
vague instructions, and testiness. Indeed, we 
know executives who couldn't hold down their 
jobs were it not for their secretaries. Yet it 
was only a few short years ago that Horace 
Greeley refused to have his letters written by 
any machine, and the thought of a woman 
snooping into his confidential files gave him 
chills and fever. 


The Ford Foundation 


Paul Hoffman reported on the first vear’s 
operation of the $500 million Ford Founda- 
tion which he heads. Grants totaled $22 mil- 
lion. Of this amount, $7.154 million went to 
the Fund for the Advancement of Education, 
and $4.8 million to the Fund for Adult Edu- 
cation, both administered by the parent Fund. 
Businessmen have a particular interest in the 
Fund for Adult Education, of which C. Scott 
Fletcher, who was with Mr. Hoffman at CED. 
is president. This fund-within-a-fund finances 
surveys of business, labor, agriculture, and col- 
leges to determine what is going on in adult 
education. About $1.2 million of the 1951 
grant to the Fund for Adult Education is ear- 
marked for the Fund’s Television-Radio 
Workshop which is supporting monitoring 
studies to find out exactly what is reaching the 
public through television. The Fund, quoting 
the Hoffman report, “regards television as an 
influence of greatest importance.” With this 
we can all agree. As the 2,053 potential new 
TV stations are opened and new techniques 
are developed, television seems destined to be- 
come the principal means of communication 
with the American home. It can do a great 
deal to build the character, effectiveness, and 
cultural interests of our people. But it will 
never get that far if viewers are to be exposed 
to some of the silly shows and still sillier com- 
mercials that mar today’s programs..J.C. A. 
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Is the Paperwork Pirate whistling while you work? 


F so, vou are “paying the piper”. Nothing pleases 

the Paperwork Pirate so much as watehing clerical 
workers overwork. Of course your employees aren't 
ina whistling mood when they must spend long hours 
doing what a machine ean do for pennies —in seconds. 

Time spent writing the same information again 
and again breeds high clerical costs, lost production, 
wasted man-hours. poor employee and customer 
relations. Such inefliciency is sweet music to the 
Paperwork Pirate. Addressograph methods put the 
whistling back where it belongs —on the lips of your 
clerical workers. 

With Addressograph you write mechanically from 
30 to 50 times faster than with other methods. All 


Addressagraph-Multigraph 


the code numbers, names, dates. deseriptions or 
rates which must be written repeatedly in practically 
every department of your office or factory can be 
written mechanically at lower cost. Addressograph 
writing is sharp, clear, and error free. 

And now —automatic printing and accumulation of 
figure data have been added to proven Addresso- 
graph advantages in writing repetitive information. 

Let us show you how to avoid the waste of 
unnecessary clerical time and expense in all your 
repetitive writing and figure work. Call your local 
Addressograph office or write Addressograph- 
Maultigraph Corporation, Cleveland 17, Ohio—Pro- 
duction Machines for Business Records. 


AM Corp 


Simplified Business Methods 
SERVING SMALL BUSINESS - BIG BUSINESS ~ EVERY BUSINESS 
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The Original 
Tewch Methed 
Keyboard 


Underwood Corporation 


Adding Machines...Accounting Machines... 
Typewriters...Carbon Paper... 


UNDERWOOD 


. 


Ribbons 


One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 


double... 
imone 


When is a machine more than a machine? 
When it’s an Underwood Sundstrand Automatic Printing 
Calculator ... which does the work of two different machines. 
It’s a General-purpose ... Multi-purpose machine which 

. adds... subtracts ... multiplies .. . divides 

. makes a two-color printed record of every operation. 
... the automatic Credit Balance feature. 


The Underwood Sundstrand Automatic Printing Calculator 

is the right answer for both large and small businesses. 

It enables an operator to change from payrolls to inventories .. . 
from computing interest to figuring statistical calculations... 
without changing machines. 

And it performs ALL of its various operations with only a 10-key 
keyboard. The famous touch-operated Underwood Sundstrand 
10-key keyboard that speeds work .. . reduces fatigue . . . cuts errors. 
Get full particulars about this time, money, and effort saving 

2-in-1 machine. 


° UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. 
: Please send me your folder on the new Underwood Sundstrand 

. Automatic Printing Calculator. AB-6-52 

Nome 
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